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ABSTRACT . : 

Focusing on business a, ee this document is . 
“one in a series. of forty-one reprints from the Occupational. Outlook . 

< Handbook providing current information and employnent projections for. . 
individual occupations and industries through 1995.-.The specific 
occupations covered in this document include accountants, advertising 
workers, collections workers, eredit managers, industrial traffic .-~ 
managers, lawyers, aarketing research workers, personnel and labor © 
relations workers, public relations workers, and purchasing agents, « 
The following information is presented for each occupation or 
occupational area: a code number referenced to the Dictionary of . 
Occupational Titles; a description of the’nature of the work; ons 
of employment; training, other qualifications, .and advancenent; ae 
employaent outlook; earnings and working conditions; and sources of 
additional information, In addition to the forty-one reprints’ 
covering individual occupations or otcupational areas (CE 017 


b 


757-797), a companion -document (CE 017 756) presents eaployment ‘ 


projections for the total labor market and discusses the palafienstsy 
between job eEOeeeens and education. (BA) 
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' ACCOUNTANTS: 


- @D:0.T. 160.188). 
” Nature of the Work ° 


Managers must have up-te-date fi- 


nancial informatién to’ make impor 
tant decisions. Accountants prepare - 
and. analyze financial reports 
furnish this kind of information. 


that’ 


.- 

Three major aceigtag fields are 
public, mapagement, and govern- 
ment acgounting. Public account- 
ants have their own businesses or 
work for accounting firms. _Manage- 


‘ment accountants, also called indus- 


trial or private accountants, handle 
the financial records of the company 
they work for. Government account- 
ants examine the records of govern- 


Ment, agencies and audit private busi-*. 


AN 


nesses and. individuals whose 


dealings are subject to government 


regulations. 

Accountants often concentrate pn. 
ene particular phase of accounting. 
For example, many public account- | 
ants specialize in auditing (reviewing | 
a client's financial records and re- 
ports to judge their reliability). Oth- 


" ers specialize in tax matters, such af 


Preparing income’ tax forms and ad- 
vising their clients of the advantages 
and disadvantages of certain business 
décisions, Still others become spe- 


cialists' in. management congulting * 


and give advice on a variety of mat- 


ters. They might ‘develop Or revise an ~ . 


accounting system to serve the needs 


of clients more effectively, of give ad- | 


Vice about different types of account: 


ing equipment. 
Management accountants provide 


the financial information executives. 


need to make sound business deci- 


rd = o ie 
sions. They may choose to work in - 
areas such a8 taxation, budgeting, or, 


investments. Indernal audizing is an 


aréa of specialization within manage- 


ment accounting that it rapidly grow- 
ing in importance, Accountants who 


work as internal auditor examine 
and evaluate 


ir firm's financial 


systems: and MAnagement cohtyol 
procedures: to entute efficient and 
economical ogtratioh. 

Many a cowntants*in the Federal | 
Governm¢nt work as Internal Rev- 
enue agents, investigatorg and bank, 
examiners; other government acd 
countants have regular accounting 
positions. ° i 


— 
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Places.of Employment 


About 865,000 people worked as 
accountants in 1976. Almost 20 per- 
cent were Certified Public Account- 
ants (CPA' s) and nearly 12 percent 
were Certified Internal Auditors 
. (CIA's). 

About 60 percent of all account- 
ants do management accounting 
“work, She-fifth of these work as in- 
sternal auditors. An additional 25 per- 

_ cént are engaged in public account- 


employées of independent account- 
ing firms. Other accountants work 
for Federal, State, and local govern- 


ing as proprietots, partners, or * 
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Traveling auditor reviewing findnclal records at g Company plant. 


Med 
wes, 


a 


ment agencies, and a small number 


teach’ in golleges and universities. . 
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ganizations. 


” 


brtunitics ate plentiful for part- 


/ time work igaccounting, particularly | 


smaller fitms,~ 
Accountants are found in all busi- 
nets, Induttrial, and government or- 
Most, however, work in 
large urban ageas where many public 
accounting fi and central offices 
latge businesses are conéentrated. 
jor example; over 20 percent of all 


Pars: se employed in just 
four mi a Chicago, Los An- 
. geles; , cr Yor nt Washington, 
D.c. 


Training, Other Qualifications, 
and Advancement 


- Training in accounting is Sako 
at colleges and universities, account- 
ing and business schools, and corre- 
spondence schools. Although many 


, Sraduates Of business And correspon- 
' dence schooly are successful in small 


‘and business firms 


firms, most large. abl accounting 

quite applicants 
for accountant and internal auditor 
positions to have at least a bachelor’s 
degree in accounting Or a closely re- 
lated field. Many employers prefer 
those with the master’s degree in ac- 


counting. A growing number of large 


employers ptefer applicants who are 
familiar with computer technology 
for both accounting and internal au- 
ditor positions, For beginning ac- 
counting POSitions, the Federal Gov- 
emment requires 4 years of college 
training ( including 24 semester hours 
in accounting) of an equivalent com- 
bination Of education and experi- 
ence. For teaching positions, most 
colleges and universities require af 
least the Master's degree or the Cer- 
tified Public Accountancy Certifi- 
cate. 7 ? 

‘Previous work experience in ac- 
counting can help af applicant get a 
job. Many colleges offer students an 
opportunity to gain experience 
through internship programs con- 


ducted by public accounting or busi- 
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ness firms. 

Anyone working 28 a ‘‘certified 
public accountany” must hold a cer- 
tificate issued by the State board of 
accountancy. Ajl states use the CPA 
examination, prepared by the Ameri- 
can Institute of Certified Public Ac- 
countants, to establish certification. 


Most successful candidates have col- 
lege degrees, and three-fourths of the 


States require CPA candidates to be. 


college graduates. Nearly all States 
require applicants to have at Rast 2 
years of public accounting expgri- 
ence fora CPA Tt 

ReQuirements vary, but “nore Than 
half the States restrict the title “pub- 
lic’ accountant” to those who are li- 
censed or registered. Some States 
require. anly a high school diploma 
while others r¢équire 2 yeats of col- 
lege o& moré. Information on re- 
quirements fnay be obtained directly 
from individual State boards of ac- 
couittancy of from the National Soci- 
ety of Public Accogintants. » 


‘The’ recognized mark of compe-’ 


tence and experience in the field of 
internal auditihg is the designation, 
Certified Internal Aidditor (CIA). 
The Institute of Internal -Auditors, 
Inc., confers this, designation upon 

candidates who have completed 3 
years’ experience in internal auditing 
and who have passed a four-part ex- 
amination. Beginning in 1978, a 
bachelor's degree from an accredited 


college or university also will be re-. 
‘quired. 


Persons planning a career in ac- 
counting should have an aptitude for 
mathematics. Neatness and accura- 
cy also are necessary. Employers 
seek applicants who can handle re- 
sponsibility and work with, little su- 
pervision. . 

To getto the top in the profession, 
accountants usually must continue 
their , Study of accounting even 
though they already have a college © 
degree or professional certificates. 
They may participate in seminars 
sponsored by various professional as- 
sociations or take courses offered by 
their employers. A growing number 
of States require both CPA's and li- 
censed public accountants to com- 
pléte a certain number of hours of 
continuing education courses before 
their licenses can be renewed. An 
incyeasing number of.accountants 
study computer operation and pro- 
gramming to adapt accounting pro- 
cedures to new data processing 
methods. Although capable ac- 
countants should advance rapidly, 
those having inadequate academic 
preparation may be assigned routine 
jobs and find promotion difficult. 


i 
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* accounting 


oF 4 
Senice public accountants ustally . 
start by assisting with auditing work 
for several clients. ‘They «may ad-. 
vance to intermediate positions with 


‘more. respohsibility ih 1 or 2 years 


and to senior positions within anoth- . 
er few rs.‘ In larger firma, those 
who Geakeaccnestull with top indus- 
try executives often become supervi- 
sors, managers, oF partners, or trans- 
fer to executive positions in private 
firms. Some open. qhale own public 
accounting offices,, 
Beginning fadnaaenieat account- 
ants often start as ledger accoynt- 
ants, junior internal auditors, 
trainees for technical accounti 
sitios. They may advance -to fi 
suchas chief plant accountant, chief 
cost accountant, budget director, or 
manager of internal auditing. 


ernment, beginners. are hired as 
trainees and usually are promoted in 
a yearor so. In college and universi- 
ty teaching, those having minintum 
training and experience may receive 
the rank of instructor without tenure; 
advancement and permanent faculty 
status depend upon further educa- 
tion and teaching experience. . 


Employment Outlook 


Employment is expected to in- 
crease about as fast as the average 
for all occtpations through the mid- 
1980's as’ businesses, and government 
agencies continue to expand in size 
and complexity. In addition to jobs ~ 
resulting from growth, many thou- 
sands of openings will result each 
year when workers die, retire, or 
leave the occupation. 

Demand for skilled accountants 
will rise as managers tely more on 
information to make 
business decisions. For example, offi- 
cers of large corporations base their 
decisions concerning proposals such 
as plant expansion, mergers, or for- 


eign investments on information 


about the financial condition of the 
firm, tax implications of the pro- 
posed action, and other consider- 
ations: On asmaller scale, owners of 


small businesses are expected to rely 


more and more on thé expertisd’ of 
public accountants in/ planning their 
5 ¢ 
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"¢ “operations. ‘Governhent. legislation’ Sig 1977. Candidates wie had-a. eines ' ness and sales ability handle the ar- \ 
to monitor business activity also” is riot academic Frecgrd received a tfangements for broadcasting the 
expected to add to the demand for: starting salary of about $11,500. ‘Ap- advertisements on radio and televi- 
accountants. An example i is the Pen-.° plicants with a master’s degree or 2 - sion, publishing them “immge yspapers 
“sion Reform Act of 19794, whieh es: : years’ professional cal began -or magazines, mailing them directly, 

_ tablishes ‘mitimun standards for pri- at about $14,100. Accountakts inthe or posting them on billboards. The 

” yate pension plans. This-and.qther Federal Government averaged about following occupations are those most 


legislation should: | create man), new $21,800 a year in 1977. : commonly associated with advertis- 

' jobs. for marfagement accoug) nts to Accountants who specialize in in- ig. + : 
, Maintain néw systems ‘and public ac’ come tax preparation work long Advestising managers direct the ad- 
* countants to audit them. P .. hours under heavy pressure during .vertising program of the businesses 


: ‘Because of the growing complexity “the tax season; those employed by . for which they work. They determine 
4 _ of business, college graduates willbe national accounting firms may travel the size of the advertising budget, the. 
“in greater demand’ than applicants extensively to conduct audits and ype of ad and the media to use, and 
who lack this trainthg, Many employ- perform, other services for their cli hat advertising agency, if any, to « 
ers piefer, ik ei who have ents. The majority, however, work i1 employ. Managers.who decide wane 
‘worked plrt-tim in a business or one office between 35 and 40 hours:a ploy an agency work. olosely with the 
accounting firm while in’school. week, under'the same general condi- advertising specialists from the agen- 


Those who have been trained in a tions as ¥éllow office workers. + cy. These managers may- supervise 
cific phase af accounting should ", the Preparation of pamphlets, bro- 


i, 


_find ample opportunities. Sources ot Additional * chures, or other materials developed 
pe Liiged iat plone saber , information ' to promote the firm’s products or 
ue ‘to yeplace manual preparation of. a. : services, Advertising managers work 
ac j recor emen Information’ about. CPA’s an ee any MENS OES 
accpunting records and statements, shee ae 4 ing for ‘newspapers, radio stations, 


about aptitude tests in high schools, 
colleges, and’ public accounting firs 
may be obtained from: 


ie ; need for some accountants to and other eommunications media 
rform routine tasks, particularly in have somewhat different duties. 
arge firms, may be reduced. How. - They Gre responsible for selling ad- 
ever, Many opportunities will arise American~tnstitute of Certified Public Ac- vertising time or space, and in work 


for accoun without : = countants, 121 Avenue of the Americas, * Sig ame 
Hope bw coucEe ae New York, N.Y. 10036. that is similar’ to the work of sales 


gree, mainly in small businesses and managers in other businesses. . 
public accounting firms, - i Further information on specialized pany exegutives, are employed - 
: S : fields of acgounting i is available from: by advertising agencies to develop 
ee a Working National Amosation Accountants, 919 advertising programs for client firms 
onditions Third Ave., New York, N.Y. 10022. and individuals. They first study the 
: = : oe National Society of Public Accountants, 1717 client's sales, public image, and ad-- 
Starting salaries of beginning ac- Pennsylvania Ave. NW., Washington, vertising problems, and then eraaté a 
‘ countants in private industry were D.C. 20006. eaaikin that quite the sientancaie. 
$11,500 a year in 1976, according tO Institute of Internal Auditors, 249 Maitland i moe aE agencies, artists and copy- 
a survey in urban areas. Earnings of Ave., Altamonte Springs, Fla. 32701. Al 
experienced accountants ranged be- writers are responsible for devélop- 
tween $15,400 and $23 400 depend- ——= ——— ——— —— ing the actual artwork and advertis- 
ing on their level of responsibility ~ , ae hea pre ote agree 
and the complexity of the accounting See ee ae ie cialis eee ‘ 
system. In general, experienced ac-7 ADVERTISING WORKERS  ‘ponsibility. — Sakae ; 
-  countants earn about twice as much metearen rectors ail Their aAsie- 
“as nonsupervisory workers in private (D.0.T. 050.088: 132.088: 14,081 a sie a Perley 
industry etcept tammung: Chief aes and 149) 162,158 ad IAG OCR Ti eae aid capone, ok, 
countants who direct the accounting through .168) ee ee 
program of a company or one of its tages or disadvantages with those of a 
establishments earned between . Nature of the Work competitors, and ‘suggest ways of 
* $20,500 and *$33.900, depending — : reaching potential buyers. To devel- 
upon the scope of their authority and Almost every business, from a OP market sBrCem anon: Picts work 
: ers may survey buying habits and mo- 


size of professional staff. small grocery store to a large bank, 

According to the same survey, be- does some form of advertising to 
ginning auditors averaged $11,800 a pursuade people to buy its products 
i= in 1976, while experienced au- or use its services. Advertising re- 
ditors’ earnings ranged between quires the talents of people in many 
$16,100 and $20,000. different kinds of jobs. Créative 

In the’ Federal Civil Service, the workers such as wrilers, artists, and 
entrance salary for junior account- designers develop and produce “ad- 
ants and auditors was about $9,300 _ vertisements, while people with busi- 


tives of customers, or try out sample 
adsto find the theme or medium that - 
best sells the product. (See the state- 
ment on marketing research workers 
for more information on this occupa- 
tion.) 

Advertising copywriters develop 
the headlines and text to be used in 


e ae 
a1 ; + \ 
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. copy for.a 


_ the’ ada, “By studying information - 
about the pfoduct and its potential 


customers, they are able to. write 
copy aimed at the particular group of 


: customers the advertiser seeks to at- 
“tract. They may specialize in writing 
certain group of people, ~ 
- such as business managers, teenag- 
_. €f8, of sports lovers, or for a class of 

‘products, such as cars or computer 


equipment. ‘Copywriters usually 
work closely With account execu- 


tives. In some agencies, they may be ; 
agen Some employers seck. per- 


supervised by copy chiefs: *; 
Artists. and layout workers create 

the visual impact of an ad by select- 

ing psitiebel eae ae sitlustra- 


or oF type of print to be used i ina | maga- 


zine, or newspaper ad. When televi- 


sion commercials are planned, :they 
usually sketch sample scenes for the 
client to consider. (See the state- 
ments on commerical artists and 


_ photographers for more informatiqn 


on this type of work.) 

Media directors (of space buyers 
and time buyers) negotiate contracts 
for advertising space or air time. 
They determine the day and time 
when a televiss}n commercial will 
reach thé largest group of prospec- 
tive buyers at the lowest cost. To se- 
lect the best medium for the advertis- 


.er, media directors must know the 


costs of using various media and the 
audience 


characteristics ae te 
reached by specific, fication or 


television stations. 
Production managers and iticir as- 


. sistants arrange to have the ad print- 


© 


ed for publication, filmed for televi- 
must t know piney et or ‘freelance 
workers will be able to produce the 
best ad for the least cost. 
Places of Employment , 
d 

In 1976, about 180,000 people 
worked in jobs requiring consider- 
able knowledge of advertising. Those 
employed in advertising agencies 
were heavily concentrated in New 
York City, Los AageleN, and Chica- 
go. 

Many others wines in the adver- 


tising departments of manufacturing | 


firms, retail stores, banks, power 
companies, professional and trade 


assciciations, andi many other organi- 
zations. ‘Some | people | lyad advertising 


newspapers, and magazines. ‘Still oth- 


er people in the advertising field. rience. Some beginners start‘as re- | 
- worked for printers, art studios, let- 


ter shops, package design firms, and 
similar businesses. ‘ 


in. and Advancement - 


. 


"Most employers: prefer - college 


heavy emphasis ¢ on . marketing, busi- 


ness, ‘and journalisnf, others prefer 


graduates with a liberal arts back- 
ground (social science, literature, 
art, and other disciplines); some em- 
ployers place little emphasis’ on the: 
type of degre : 

No . particular “educational -back- 


5 


- ground,is equated with success in 


advertising. In fact, relevant work 
experience may be more important 
than educational background. Expe- 
tience selling ads for school publica- 
tions or radio stations, or on a sum- 
mer job with a marketing research 
service, can be a distinct advantage 
tothe jobseeker. — 


Some ofganizations recruit out- 
standing college jraduates for train- 


-_ oe 4, ee 
ing programs tha it cover all aspects of. 
‘advertising work. In other firms, em- 


: ,ployees immediately enter a specialty 
and do not gain such all- round expe- 


search or production assistanits or- as 
space or tine buyers. A few begin as 
junior copywriters. ' 


- Many advertising ‘jobs require 


imagination, creativity, and a flair for 


language. ‘ese traits are especially 
important to artists, layout workers, 
- and account executives. ‘All creative 
effort ‘must be directed toward the 
interested . in 
becoming e avanling managers, ac- 
count executives, media buyers, and 


production managers must be able to” 


get along well with people and be 
able to sell their ideas, Research di- 
rectors and their assistants must have | 
an understanding c of human behavior. | 
All advettising workers must be able 
to accept criticism of their work and 
be able to function as part of a team. 
Opportunities, for advancement in| 
this field generally are excellent for 
creative, talented, and hard-working 
people: -For example, copywriters 
and/accou nt executives may advance 


ore responsjble work in their — 


specialties, or to managerial jobs, if 
they demonstrate ability in dealing 
with clients. Some especially capable 


Advertising can bea satietying career for persons who enjoy vartaty, creative challeng- | 
' @@, and compastition. i - 


a: 


4 at he 


thers may become partners in an . 


” @xiating agency, or they may estab- 


lish their own agency. 


. Cause fi 


; growing t 


Employment Outlook = 


- Bmployment of advertising work- 
ers is expected to increase faster than 
the aver qge for all occupations, 
through the mid-1980's. Most open- 
inga, however, will result from the 
need to oes workers who die, re- 
tire, or leave the sia for oth- 


ing expen itures to rise. Such expen- 


ditures alfo may be spurred by the 
ndency toward self service 
in retail marketing. An additional 
factor is the growing need of small 
businesse q for professional advertis- 
Ang servic ss. Employment in.advertis- 
ing occupations is strongly affected 
by general busingss conditions be: 
ng expand or, contract their 
advertising eudgets according to. 
their fingncial success. Although op: 
Portynities should be favorable for 
high i papeiieny applicants, particu- 
larly ‘Wl retail. advertising, others 
secking entry jobs will face keen 
competition because the glamorous 
nature of the field attracts many peo- 
ple. 

Local television, radip, and news- 
Papers are expected to increase their 


‘share of total advertising expendi- 


tures while direct mail, magazines, 
and national newspapers continue to 
lose ground. The few very large agen- 
cies that account for nearly al} na- 
tional advertising are expected to 


' maintain fast growth because of their 


expanding: international business. 
Earnings and Working 
Conditions 


Based on limited information, an- 
nual salaries for beginning advertis- 
ing workers with bachelor’s degrees 
ranged from $8,000 to $10,000 in 
1976. Higher starting salaries gener- 
ally were-paid by the largest firms or 
advertising agencies to outstanding 
applicants, particularly those with 
advertising experience. % . 
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Salaries of experienced ‘advertising 
orkers varied by size and type of 


. firm as well as by type of job. Ac- 
_ cording to a survey of advertising 


agencies taken in 1975, average an- 
nual salaries of: workers in selected 
occupations were as follows: Chief 
executive officer, $45,300; account 
supervisor, $28,400; account execu- 
tive, $18,500; executive art director, 
$24,400; art director, $17,100; sen- 


_ ior layout artist, $12,900; jumior lay- 


out artist, $9,300; copy chief, 
$22,300; senior copywriter, $16,600; 
junior copywriter, $10,500; media 


- director, $16,800; space or time buy- 
ef, $9, 400; research director, 


$24,000; research analyst, $13,500; 
production: manager, $14,400._Sev- 
etal other surveys yielded these re- 
sults: In 1976, the op advertiéimg of- 
ficers in large retati firms averaged 
over $32,000 a yeaX in 1975, the 
Median salary of advertising direc- 
tors in large banks ranged rom 
$16,000 to $47,000 a year; im 1975, 
the averdge salary of advertising 


- managers in a wide variety of compa- 


nies ranged from $18,000 to $34,000 
a year, depending upon the annual 
sales volume of the firm. Salaries of 


agra of Additional: 
"Information al 


dnformation on advertising agéh- a 
cies and the careers they offer is. 


available from: . 


American Association of Advertising Agen- 3 


cies, 200 Park Ave. New York, N.Y. 
10017. 7 ; 
For additional information on ca- 
reers and a list of colleges that pro- 


vide training in advertising, contact: * 


American Advertising Federation; 1225 ‘Con- 
necticut Ave. Nw., Washington, D.C, 
20036. j 


COLLECTION WORKERS 


(D.O.T. 240,368) 
Nature of the Work 


‘ Companies that lend money or ex- 
tend credit expect to be repaid. How- 
ever, customers who “buy now” are 
not always able to “pay later.” Col- 


lection-workers, often called bill col- | 


lectors, help maintain a company’s 
financial. well-being by keeping bad 


advertising | managers generally are™ debts to a minimum. 


Nigher in consumer than, industrial, 
nd many receive in- 
Centive compewsation. . 

People in advertising. work under 
great pressure{ and do not have the 
job security epjoyed by workers in 
many. other/ occupations. These 
workers are/ expected to produce 
quality ads in as‘short a time as 
possjble, Sometimes they mustywork 
nor irregular hours to ue t dead- 
lines or make last-minuteé? changes. 
Account executives, copywriters, 
and layout workers may -become 
frustrated by a client’s inability to 
define the type of ad he or she wants 
for a product. 

Advertising can be a satisfying ca- 
feer for persons who enjoy variety, 
excitement, creative challenges, and 
competition. Unlike workers in many 
other ae advertising work- 
ers exp@rience the satisfaction of 
having their work in print, on televi- 
sion, or on radio, even though they - 
remain unknown to the public at 
large. , 


- Acollector’s primary job duty isto | 


convince people to make good’ on 
umpaid bills’ The collector. usually 
receives a bad debt file after normal 
billing methods, such as monthly 
statements amd collection form let-: 
ters, have failed to elicjt payment. 
The file contains inforghtion ‘about 
the debtor, the nature asid amount of 
the unpaid bill, and the last time pay- 
ment was made. 

The collector then contacts the 
debtor, determines why the bill. is 
unpaid, and tries to get fhe debtor to 
pay or make new arrangements for’ 


payment.- . _  # 
The approach that collectors use 
depends on the type of \payment 
problem they are handling\Some- 
times customers feel that the bill is 
incorrect, or that the merchandise 
they bought is faulty, or that services 
they were billed for were not proper- 
ly performed. Collectors normally 
recommend that the debtors resolve 


“These disagreements by contacting. 


the original sellers. In large stores, 
problems are referred to special 


* workers known as 


hy 


‘tors may perform other functions be- 


to 1 convif 

* properly 

debts. 
When customers have 


leaving a forwarding address, the « 
lector may inquire at the post office 
search telephone directories, and call 
on the persots’s friends and forme 
neighbors. In large collection opera 
tions, this may be done by collection 
“tracers.” 

In small organizations, bill collec- 


sides contacting delinquent custom- 
ers, They may advise customers with 
financial problems, or contact cus- 
tomers to determine if they are satis- 
fied with the way their accounts are 
being handled. Some collectors su- 
Pervise the repossession procedure. 
for businesses that reclaim goods. 
when payment is not made. 

Although most collectors do their 


| work by phone, some make personal 


visits to the debtor. These visits usu- 
ally are mecessary when a large 
amount of money is involved dind the 


debtor has been unresponsive to | 


phone contact, 


Places of Employment 


“About 64,000 persons were collec- 


Waion workers in 1976, Although col- 


lectors work for a variety of business- 
es, most are employed by banks, loan 
companies, and collection agencies. 
Many others work for retail and 
wholesale businesses. 
Jobs for collectors 
throughout | the United 
oppottunities are best in heavily 
populdted Orban centers. Many firms 
with branch~offices in rural areas 


are found 
States, but 


in the business district of nearby 
cities. + 


# g f : os 


- field. 
delinquent accounts on a person- io 


cate their collection departments . 


7, e gre . 
Training, Other Qualifications, 
- end Advancement oo 


A high scheol education usually j is 
sufficient for entry, into athe collection 


Person basis, high school courses in 
. psychology and speech may be use- 
ful. Previous employment as a sales 
clerk can help’ ‘the collection worker 
learn how credit transactions origi- 
nate and ho they are. handled = the 


language 1 m y ‘be an asset fot obey 
seeking collection jobs in areas with 
‘large non-English-speaking popula~ 
tions. : 

Mast of a collector's training is on 
the job. The employer may provide 


“ training manuals that explain collec- 


tion procedures, but more often the 
new employee gains collection skills 
informally. For example, the new 
collector learns telephone tech- 
niques by listening a 
orkers make collection g 
\ A collector’s most jerportant asset 
is the abilty to get along with differ- 
ent people. He or she must be alert, 


imaginative, and quick-witted to han- . 


dle the difficult situations that are a 
part of collection work, While collec- 
tors should be sympathetic to the 


billpayers” problems, they also must — 


be persuasive to overcome some 

debtors” reluctance to fulfill their fi- 

nancial obligations. Because acollec- 

tor spends most -of the day on’ the 

=lephone, a pleasant speaking voice 
d manner are important. 


The demand tor Collection workers willbe 
Spurred by the agpansion of credit card 
services. 7 


The collector’s job generally offers ~ 
limitéd opportunities for advance- 
ment; competition for the few super- — 
visory. apres is keen. The collec- . 
tor with 
however, may: become a collection 
manager or supervisor of a staff of 
collectors. Some collection workers 
Progréss to other positions in the 
credit field, such as bank loan officer. 
or outside representative fora collec- 


‘tion agency. Further education, such 


as that available through professional 
associations of collectors or college 
courses, may be helpful for advanced ~ 
positions in the credit and collection 
field. 


Employment Outlook 


people who are person- 
and aggressive, for 
se are likely to lead 
§ job. 

e jobseekers have 


stronges 
able, outgois 
traits such as 
to success on t 
»in the past, 


been reluctant td accept collection 


work. Morte recently, however, the 
image of the occupation has im- 
prpved. The role of the collector has 
eXpanded to include ustomer debt 
couinseling, and collection methods 
have been modified in line with mod- 
erm management techniques and re- 
cent consumer legislation. Despite 


* this improved image, the number of 


persons seeking Collecliog 1008 is ex- 
additional workers. Employers will 
need large numbers of collectors to 
fill vacancies greated by turnover, 
which is relatively high in this occu- 
pation. In addition, new positions will 
open up as the Qccupation grows. 
Employment opportunitifs should 
be best in collection agencies, whyere 
replacement needs continue t0~be 
hgh, and in retail trade firms, where 
earings often are somewhat lower 


co ection positions will 


than the eke The strongést com- 


offer higher salaries and | 
portunities for advange- 
Ethan nn otherquaployers 

; demand for collection work- 
will be spurred by the expansion 


> 7 


they inclids application. clerks, gah 


ae 
of credit’ card ee and the fur’: ‘credit: collection office a ‘available. 
- -keetion workers, bookkeepers, and © 


>, ther growth of suburban rejail.itores.° from: : 


. Delingyent account, unfortunately,” America Collectors Amociation, 4040 W. secretaries. 
_afé an unavoidable. aspect. of the ’ 70th St., Minneapolis, Minn. 55435. * In smaller companies that handle. a 
limited’ number. of accounts, credit * 


> Cfedit systems. As businesses te : oe . 
. attractive crédit terms for the’ pur- —— ae ee ‘manhagefs may do much of the work _ 
‘Chase of greater numbers of eu ‘ of granting credit them@lves. They 
. \ and services to more and‘ more { : —— me may interview applicants, analyze the © - - 
ou ple, the number of delinquent: - CREDIT MANAGERS information gained in the interview; 


counts can be expected to increase. 
Additional collection workers will be 


required to service these accounts of? 


a pertor ~to-person basis. 


’ Earnings and Working 
Conditions | 4 


’ Although .carnings for collectors 


vary among employers, the limited 
information available indicates that 
beginning collectors eamed about 
. $125 a week.in 1976, or about 
$6,500 a year, Managers of collec- 
tion departments often earned 
$17,000 a year and more. 


A survey by the American Collec- 


tors Association showed that tele- 
phone collectors working for collec- 
tion agencies had an average 
thonthly income of $823, or, about 
, 59,900 a year. Incomes of individual 
workers can vary substantially be- 
cause collection agencies generally 


use some form of salary plus commis-~ 


sion plan as afi incentive to their col- 
* Jectors. . 
Commission schedules vary widely 


from agency to agency. A collector - 


may be paid a relatively high salary 
with a low commission percentage or 
receive a low salary and a high rate 


on the money he or she collects for . 


the agency. In somé agencies, a 
quota is assigned to a collector or 
group of collectors amd a bonus paid 
if the quota is reached. Earnings of a 
few collection workers are only from 
commissions. 

In addition to salary, collectors re- 


ceive the benefits common to other - 


office occupations, such as paid va- 
cations and health insurance. Those 
who occasionally make visits outside 
the office usually are furnished a 
company car or are paid expenses for 
using their own automobile. 


Sources of Additional 
Information 
Information on jobs as collection 


workers as well as other positions ina 
= at F 
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(D.O.T. 168.168) 
Nature of the Work | 


Both Gusinemice and individuals 
May require credit (the postpone- 
ment of paymet until a ture date) 
to meet their daily needs far a variety 
of goods and services. For most 


forms of credit, a credit manager has 
final authority to accept or reject a’ 


credit application. 
In‘ extending credit to a business 
(commercial credit), the credit man- 


ager, or an assistant, analyzes de- ,rétaik 


tailed financial reports submitted by 
the applicant, interviews a tepresent- 
ative of the company about its man- 
agement, and reviews credit agency 


ord in repaying debts. The manager 
also checks at banks where the com- 
pany has deposit8 or previously was 
granted credit. In extending credit'to 
individuals (consumer credit), de- 
tailed financial reports usually are 
not ‘available. “The credit manager 
must rely more on personal inter- 
views, credit bureatis, and banks to 
provide. information about the per- 
son applying for credit. 

Particularly in large organizations, 
executive level credit managers are 
responsible for formulating a credit 
policy. They must, establish financial 
standards to.be met by applicants 
and thereby determine the amount Of 
risk that their company will acceft 


and make the final approval: ‘THey 


. frequently must contact customers 


who are unable or-refuse to pay their 
‘debts. They do this through yriting, 
telephoning, or personal. contact. If 
these attempts at collection, fail, 

count to acollectioma 
an attorney. td take leg hlaction. 


' credit managers may refer the: ac-.. _ 


Places of Employment 


About 53,000 persons worked as 
credit managers in 1976. About arie-; 
half weye employed in whdlesale and: 
die, but many others, abou 
one-third of the total, work ‘for 
manufacturing firms and finanqal if- 
stitutions, ; 

Although ‘gr intéd’ 


credit is’ 


grports to determine the firm's rec- throughout the United States, moit | 


credit.managers work in urban area 
where m&ny financial aiid business — 
establishments are located. . 
> : “ 
Training, Other Qualifications, « 
"and Advancement 


' A college degree is becoming in- 


creasingly important for entry level 
jobs in credit management. Employ- 
ers usually seek persons who have 
majored in business administration, 
economics, or accounting, but may | 
also hire graduates holding liberal 
arts degrees. Some employers pro- 
mote high school graduates to credit 
manager positions if they have expe- 
rience in credit collection or process: 


when offering its products or services ¢ ing credit information. 


for sale on credit. Managers usually~ 
cooperate with the sales department 
in developing a credit policy liberal 
enough to allow the company’s sales 
to increase and yet strict enough to 
deny credit to customers whose abil- 
ity to repay their debts is question- 
able. Many credit managers establish 
office Procedures and _supervise 


analyze facts, and ‘perform general 
office duties in a credit department: 


9 


Newly hired workers.normally be- 
gin as management trainees and 
work under the guidance of more ex- 
perienced personnel in the credit de- 
partment. Here they gaina thorough 
understanding of the company’s 
credit procedures and policies. They 
may analyze ‘previous credit transac- , 
tions to learn how to recognize which 
applicants should prove to be ggod 
customers. Trainees also learn to 
deal with credit bureaus, banks, and 


ag 


- 
fee ‘ 
aaa 


te" 


rr 


access toa central credit office; te 
gardless: of distance. ©. _ 
' "Another factor that is ‘éxpetted tol) 
--slpw the growth in the number of, 


credit managers is. the increased us 


of bank credit cards. Ag stores substi- 


‘charge accounts, credit departments 
may be reduced a or eliminated. 


Earnings and Working 
‘Conditions . 


In 1976, credit manager train es 
who had a college degree camed 
annual salaries that ranged from 


‘tute bank credit cards for their own : 


about:$10,000 to $11,000, depend- 


geographic location of the job. 
Assistant credit managers aver- 


“aged about ‘$12,090 to $14,000 a 


. Z ee 
A college aeaee* is becoming * ineiwaalens important for entry level Jobs In credit ‘year. and credit managers, had aver- 
management. ; * , 


. =* 
"other t businesses that can provide in- 
‘ formation on the past credit dealings 
of their customers. 7 
Many formal training programs are 
available through the educational 
branches of the associations that 
serve the credit and finance field. 
This training includes home stud# 
college and university programs, and 
special instruction to improve begin- ~ 
ners’ skills and keep experienced 
credit managers aware of new devel- 
opments in their field. 


A person interested in a career asa. 


credit manager should be able to 
analyze detailed information and 


’ draw valid conclusions based on this - 


analysis. Because it is necessary to 
maintain good customer relation- 
ships, a pleasant personality and the 
ability to speak and write effectively 
also are characteristics of the suc- 
cessful credit manager., 

The work performed by credit 
managérs 3 allows them to become fa- 


ly than the avetage for all occup =. 
tions. Despite this relatively slow 
growth, many jobs will become avail- 
able each year due to the need to 
replace persons who leave the occu- 
pation. Although there will be opper- 
tunities throughout the country, em- 
_ployment prospects shou ele 
_ to be best for well-qualifige jobseek - - 
ets in metropolitan areas. . 

The volame of credit éxtended. | 
rose very rapidly during the past dec-: 
ade. In the years ahead, businesses 
can be expected to require increasing 
amounts of credit to secure raw ma- 
terials for production and obtain fin- 
ished goods for eventual resale. It is 


. in the area of business credit where 


dernand for credit managers will be 


. Strongest. 


Consumers, whose personal in- 
comes have risen, are expected to” 
finance greater numbers of high- 


‘miliar wjth almost every phase of-. credit for everyday purchases is ex~ 


their Boia ‘s busigess. Highly 
qualified and experienged managers 
can advance®to top-level executive 
positions. However, in small and me- 
dium-sized companies, such oppdrtu- 
nities are limited. 
Employment Outjook 

Through the mid-1980's’ employ- 

ment is expected to grow more slow- 
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pected to grow as demand increases: 
for recreation and household goods 
as well as for consumer services: De- 
spite increases in consumer debt, the 
use of computers for storing and re- 
trievink information will 1 . this - 
greater volume of information tobe 
processed more efficiently. The use 
of telecommunications petworks en- 
ables retail outlets to hav immetiate 


te. 


vy 


age earnings of about $17,000. Indi- 
viduals in ‘top-level positions often 
earn over $40,000. a year. 

Credit managers normally work 
the standard workweek of their com- 
pany—35-40 hours, but some work 


.. iing.on the type of employer and the 


a 


longer hours. In wholesale and.retail . 


trade, for example, a seasonal in- 
crease in credit sales can produce a! 
‘greater work volume. Some credit 
managers attend conferences spon- 
sored by industry and professional 
organizations where ‘managers mect 


niques for the management of acred- 


- it department. 


‘ 


Sources of Additional 


“to develop and discuss new tech- — 


; information — r 
Inform sacri about a career in con- 
sumer credit may be obtained from: 


International Consumer Credit Association, 
375 Jackson Ave., St. Louis, Mo, 63130. 


National Consumer Finance Atsociation, 
* 1000 16th St, NW., Washington, D.C. 
20036. ‘ : 


For information about training | 


programs available in commercial 
credit, write:' 


National Association of Credit Management, © 


475. .Park Ave. South, New York, N.Y. 


»\ 10016, y 
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INDUSTRIAL. TRAFFIC. 
MANAG ERS - 


j 
_. (Dor, 184.168) fe 


4 ” Nature ét the Work 


“Industrial ‘firms want to receive 


taw miterials and deliver customers 
goods promptly, safely, and. with 
minimum cost. Arranging for the 
transportation of materials and fin- 
ished products-is the job. of an indus- 
trial traffic manager. Industrial traf- 
fic managers analyze various 
transportation. possibilities\ and 
choose the most efficient type for 
their companges' needs—rail, air, 
road, water, pipeline, or some combi- 
nation. Then they select the route 


-and the particular carrier. To make 


their decjsion, traffic managers con- ~ 


. 


fic managers who sell iyi 


services for railroads, airlines, truck- 
ing firms, and othet freight carriers. ) 

Activities of industrial traffic man- 
agers range from checking freight 
bills to deciding whether the compa- 
‘ay should buy its own fleet of rail 
cars or trucks or contract for servic- 
es. They route and trace shipments, 
arfange with carriers for transporta- 
tion servicts, prepare bills of lading 
and other shipping documents, and 


handle claims for lost or damaged 


goods. Traffic managers keep rec- 
ords of shipments, freight rates, com- 
modity classifications, and applicable 
government regulations. They sa 


2 


v 
ae 


# 


Industrial trattic managers erreng? the transportation of materials and finished prod- 


ucts 
_ 


10 
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must stay. inforined about hanging, 


transportation technology) 


Traffic managers often congult 


with other company officials about 


the firm’s transportation needs. They oy 


may, for example, work with produc- 
tion department personnel. to plan 


shipping schedules, or with members _ 
of.the purchasing:depattment to de- . 


termine what quantities of goods can 
be transported most economically. 
Since many aspects of transporta- 
tion are subject to Federal, State, and 
local government regulations, traffic 
Managers must know about these and 
any other legal matters that apply to 
their companies’. shipping opera- 
represent their/companies before 
ratemaking an 
such as the Interstate Commerce 


tions. High cig traffic managers ~ 


Commission, State commissions, and: 


local ¢raffic bureaus. ae 
\ a ¥ + 


Places of Employment 


More than 21,000 persons were 
involved in industrial traffic manage- 
ment in 1976, Although most jobs 
are found in manufacturing firms, 
some traffic managers work for 


-wholesalerssor for large retail stores. 


Some traffic managers work for con- 
sulting firms that handle transporta- 
tion problems for clients, afew run 
their own consulting businesses, 


Waining, Other Qualitications, 
and Advancement ‘ 


Although high school graduates 
with experience in traffic depart- 


ments sometimes are hired as traffic 


managers, a college education is in- 
creasingly important in this field. For 
some kinds of work, college training 
is required, To argue cases before the 
Interstate Commerce Commission, 
for example, a traffic manager must 
meet standards that ificlude at least 2 
years of college. Some employers 
‘prefer graduates of technical and 


trade school programs in traffic man- “ 


agement. Others seek college and 
university graduates who have either 
majored, or taken courses, in trafis- 


. portation, logistics, physical distribu- 


tion, management, economics, statis- 
tics, marketing, computer science, 
and commercial law. F 


regulatory bodies» 


” Industgial traffic trhining is avail: 


vable through .colleges’and universi- 
“gles, technical and trade-schools, and 


seminars sponsored by professional 


’ associations. More than | 100 colleges 


_ and universities. offer programs or 


‘ courses in waffic management. Col- 
lege’ courses ji this field often are 


offered as part6f a major program in— 


i business administration. In some col, . 


leges and universities, however, traf- 
fic management i is taught in depart- 


_.mentsOf logistics, transportation, or 


Pim, 


marketing and distribution. In addi-~ 
tion to degree programs at the asso- , 
ciate, baccalaureate, and graduate 


_, levels, a number of colleges and uni- . 
‘ ¥ vérdities offer workshops, séminars, 
_and other short-term programs in, 


transportation and traffic manage- 
ment. ~~ 

Industrial traffic managers should 
be able to analyze numerical and 
technical data such as freight rates 


+ and classifications to solve transpor- 


tation problems. The job also re- 
quires the ability to work indepen-. 
dently and to present facts and 


. figures in a convincing manner. 


Newly hired traffic specialists of- 


ten complete shipping documents 


and calcélate freight charges. After 
gaining experience, they do more 
technical work such as analyzing 
{transportation statistics. A compe- 
tent worker may advance to a \ Auper- 
visory job such as supervisor of rates: 


and routes; a few are promoted to - 


re traffic manager and eventu- 
ally to traffic manager. Industrial 
traffic managers can sometimes help 
their chances for advancement by 
participating in company-sponsored 


training programs or takifig ad- 


vanced courses in traffic manage- 
ment. A growing number are certi- 
fied by the American Society of 


Traffic and Transportation, Inc.. 


Employment Outlook 


_ Industrial traffic management is a 
relatively small occupation and is ex- 
pected to grow about as fast as the 
average for all occupations through 
the mid-1980’s. Openings will occur 
gach year as new jobs are created, 
ind as traffic. managers die, retire, or 
leave the field for other reasons. Col- 
lege-graduates with a major in traffic 


ao et we es 


nianageinent. or ¢ traasportation can 
expect first consideration for the 


available jobs. . 

Growth i in the occupation will stern 
from an increasing emphasis on te- 
ducing the coat of receiving raw ma- 
terials and distributing finished. prod- 


‘ucts. “As the distance between 


markets becomes greater and’ rate 
schedules and regulations governing 
transportation more complex, manu- 


- facturers increasingly will require the 
expertise of the traffic Mapager. 


Earnings and Working 
Conditions | 
Industrial traffic sp ialists’ sala- 
ries started at about'$11,000 a year 
in 1976, according to the limited in- 
formation available. Although earn- 


-00 nore. 
Although i 
ers usually have a standard work- 
week, some of them have to spend 
time outgide regular working hours 
preparing reports, attending mect- 
ings, and traveling to hearjngs before 
State and Federal regulatory agen- 
cies. ‘. 


Sources-of Additional 
. Information 


Answers tq, specific questions 
about a career in traffic management 
are available from: 


American Society of Traffic and Transporta- 


tion, Inc. 347 Weat Jackson Blvd@ghica. 


For a list of colleges, universities, 


” ings of oh slecalessipiele traffic managers 


For information on proprietary: 
schools that offer programain. traffic,” 
management, contact: ; 


National Astociatjon ¢ of ‘Trade and “Technical 


(D.O.T. 110,108, 
119.168). 


118, and 


Laws permeate every aspect of our . 


society. They regulate the entire 
spectrum of relationships among itr- 


dividuals; -groups; businewmest;-end =~ 
.governments. They define rights as - 


well as restrictions, covering such di- 


verte human activities as judging and - 


punishing criminals, granting pat- 
ents, drawing up businéss contracts, 
paying taxes, settling labor disputes, 
constnacting buildings, and adminis- 


‘tering wills. 


ustrial traffic manag; - 


» 


and technical institutes that offer-in- ~ 


struction in transportation and relat- 
ed areas, see: Directory of Transpor- 
tation. Education, published in 1976 
by the U.S, Department of Transpor- 
tation (Washington, D.C., U.S. Gov- 
emment Printing Office). The dirtc- 
tory is available in many school and 
public libraries. 

For a copy of the American Truck- 
ing Association's Directory of Trans- 
portation Educatibn in U. S.- ‘Colleges 
and Universities, write: * 


American Tricking Associations, Ine., 1616 P 
St. NW., Washipgton, D.C. 20016. 


work. Probably the malt fundiarietit- ~~ 


Because social needs and weicides 
are comtinually changing, the legal 
system that regulates our social, po- — 
litical, and economic relationships — 
also is subject to change. The task of 
keeping the law responsive to human 


needs is the work of lawyers. Also’ 
called-attorneys, lawyers are theflink 


between the legal syatem and ty. 
To perform this role, they must un- 
derstand the world atound them and 
be sensitive to the numerous aspects 
of society that are touched ~by the 
law. They must comprehend not only 
the words of a particular statute, but 
the.human circumstances it address- 
es as well. 

As our body of laws grows more 
volurninous and complex, asthe le gal 
system takes on new regulatoxy tasks 
in social welfare, racial: integration, 
energy conservation, and other 
areas, the work of lawyers takes on 
wider significance. . 


Nature of the Work 


Lawyers perform a wide vatiety of 
tasks, but certain basic activities are 
common to nearly every attorney's 
al of all is interpretation of the law. 


Every attorney, whether representing 
the defendant in a murder trialor the 


plaintiff Guing party) in a. lawsuit, 


11 


fa 


combines an understand ing of the 
rélev ant laws with knowledge of the 
faacts inthe particular case inowder to 
determine how the first affects the 
secorl. Based on this determination, 
the attorney decides what courses of 
action would best serve the in terests 
off thé party.“he or she represents. 

—In order to interpret the law 
k mow led gea bly , lawye rs deo researc h. 
They must stay abreastof their field, 
in both legal and nomlegzal matters. 


Anattorney representing elect ionies 
manufactyreis, for exaneple, must 
forllow trade journals as well as the 
latest Federal regulations affecting 
his og her clients. Attorneys in the 
State Department must re maine we Ill 


vetsedd in cuffrenlavents aiadin tena 
tional law, while divorce la wye Ts 
sprend a Certain portiontof thei tinae 
reading aaboul the changiey role ot 
the faamily an modem suckty Ke 
search also includes speccifie i 
depth reading on the bagal que stonds 
of aan tis alivicd 
ove rt 
lu Lee 
digested requlesu daw yet Lace anacl 


or subsslantivc inatters 
ualcase Im any event, the 
Whelan, vortursie ot Ib tera Qa 


fescansh efficiently qaaleh Hy pa chins g 

Ou laeed valaralang the subs day eufoa 

Pardeo@lan ar thbe wae wl case 
Usually a lawscaa wo. als 

volves cotact with ycophe AL 

We ys Gutoull wish tba cllea ee dee 

details of 


ternirac the Ihe dt ay cciths 


Presblestca a disc Cher. of he lass 
ana} sage et act tas chat iigal oe 
mean Gre leashes. Bulow Chuo cal aw 
yer le@mia ts tear wha people in. 


cCOante Gum efhoiene las boos 


Finally, naost lewyen ' 
seme wilting la ihe casut.. ul ited 
woth Uhas may tare the furan al 


reppuis beg.b bats 6. weal da 


(ve paiperwoth li ai case thew uk 
lop ney call upuo.hisa, het abilat ts. 
GUE Vigil ditle. die clearly avad p = cules wl 
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egal gfOfesaton depurad cape 


maste Jdetallou aapeseb of ih 
the- 
lawyce ‘stradiv ual field aid post cot 
Murs Lawyers ate ctagag <d isigenicua d 
prache¢ and bangle all &udsot ftga I 
work fur I hes thes 
ind ivd ual who wants t. buy proper 


cllents cease d 


ly, make a will, sign a cortfacd, vo 
These 


forrn whatevertashs are fee €8$a a} le 
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curpeviole lawyer reviewing legal matters pertaining to the company. 


ves ' vek oe ogee Mallee Th 

at LL 8 stead ae Com pOtaie, 
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txa Mple, may 
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vita the: Fe det 
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Worms tia th tidea altigas 
el © cesinsalbloa Von 
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toiaope partuacdtiic Ihertoe achawal 
oppelicaatioaes ceriplo yinca dl separts 
and wtheci Hous cits sequal by the 
FOC on a 
hee piaticn . Ikuts Infos Tihes lof chang 
re 2 oe an 


icgubar basis They also 
acgulealiona Ceoumatalea 
thea tawy. OS gly ¢ sireiila: dsslisteance 
lo tar ltwidiacals Of vorpovla slots wilah 
an, bs bay cea. Uo. stat ton cor establish 
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thik ke pny ae (ee en 
auting pubblh clita ds Ele .e thie 
Fideial Power «one tikadun (FPO) 
end oth bw egeeemlury age dete Pas 


Gaus iples lay heedle elalbeis tn ole 
dug the je asenemblesscos of ucaliey 
rako Pucy help a fiem feve lop its 
wedae upalt PO phe parle ag ak lalegy. at 
Bun cates amd lest imoray p icpare ihe 
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‘iluistiative hearing, and argue the 
vase These lawyers also keep chents 
informed avout changes in regula- 
ons and advise them as tu the legal 
ity of their actions. 

Falivate practitlone ta spoes talben dar 
other aléas tug SOMe straw up whils, 
trvints Contacts mortgages, and oth 
cr legal documents, conduct out-of. 
court negotiations, and do investiga: 
tive and other legal work tw prepare 
fur adals Some may act as trustees 
by wlanaging a person's property and 
funds, or as executors by seeing that 
the provisious of thei elent's will are 
cafrled out A sinall number of law- 
yeis devote Uiemselves entirely to 
courdeuom work An oct asirig Fila alt - 
ber handle only so called public in 
teigst case: These cases, either civil 
or Siminal have a potential inspact 
eatending well beycod the individual 
clremt Actutneys who take these 
cases hope to use theta as a vehicle 
for legal and social reform 

Some lawyers are employed full 
ime by a single client Known as 
house cuunsel, these lawyers tsually 
work for a corporate firm, advising 
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andl actirng con Legal questions theat 
arise frorn the company's business 
activities. Threse questaons may in- 
volve patents for new prodictions, 
FTC regu lations, a business contract 
with another company, or a collec- 
tive brargainiing agreement with a 
un fion. 

Altomeys employ ed at the varia us 
levels of .governserst constitu te still 
another category. Criminal lawyers 
may work in the office of a State 
attormey general; theey als© may be 
erraplo yed by apwosecutor’sor pub lic 
deffencler’s offfice, or by the court 
itself. At the Fecleral level, atternezys 
perform imvestigations For the Justice 
Department zand regulatory agencies 
{ha wes atevery levelof government 
als@ help develop laws and pro grarms, 
thety prepare drafts of propose leg is- 
lation, establish law <naforce emeut 
precedures, and argue cases. 

Many people who have legaltatn 
ingg de> net work as lawye fs brut vase 
their knomlecdge of Law ino thew occu 
patiorss. They may, for example, be 
jowttnalists, me anagermen t consulta els 
firrancial analysts, insuramce cla tn 
adjusters, tax calle clors, proebatnon 
office es, and credit mvesetgatos A 
le geal bac Kygroundl abev Jy all asnct ly 
those seeking of holding potol 
fice 


Plas sear vl Caesplanyie tere 8 


‘ 


ME ah YG Wye ca ee 
ia Aye ty la LP Ly A . rt | 
toarfhes . fttewimn 20.000) pe. atle. ad 
pravatels, with avoeil 40 gerecot tn 


so fo Prcice aad Ue oe: 00 p= 
ce tl working, in law fi-gua Gt the te 
maining 116,00, on th atid 
wéte employed as rouse . 
vatiogs Business (iims, One 
worked in the Pederal Gu vti nie nt, 
the re mainder held positions in Stale 
ared Local government im adkditien 
abrout 8,000 lawyers cougglt full ov 
paetl tine in law schavolly Sones se la 
ried lawyers also have independent 
practices; otfers des legal work pail 
tirme while ire an Gthe: ace. spatiia 


absout 
vugisel by 
fou «th 
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In orcber 

copurts of any State, a persona. be 

adimitted to its bar. Applicants for 


fo prdcice law i, al. 


adimission to the bar rust pass a 
wrilter examination; however, afew 
States drop this requirerment for 
graduates of their own law schooks. 
Lawyers who have been admitted to 
thebatin one Stalaaccasionally may 
be adwnitted in another without talk. 
ing amexamination provieled they 
meet that State's standatds of good 
moral character and havea specified 
pestiod of Iegalex perience. Each Fed- 
eral Court Or agency sets its own 


quiulifi cations tur those p rac ticirag b €- 
fate it. + 

To qualify for the bar ¢xamireation 
im most Staces, an applicant must 
heave <conspleted 3 years of college 
and wave graduated’ ftom a law 
school approved by the American 
Bart A Ssyociation CAB A) of the p roper 
State cautboritics. (ABA app roval si g- 
nifies that the law school meets Une 
in ininnum standatds necessary to al- 
law 1s 
ema andl practice law Pn any Stare 
G fad. aate s Of NONapprovedd se hocels 
are restricted to the State’ in which 
thee sc hovel is lowaledl) A few States 
actep tithe study of law wholly in a 
law office Of im Combination with 
attidy Ina lew athood, only Californ jp 
acteyp & the study of law by corre. 
spond <1.c os qualification for cakicrg 
thee bear eran Several Staies pe quire 
fopite alan and approval of stu dems 
ite the Stat. Board of Examine #3, €1- 
U 


oi trctowe they enter Law achwol a1 


daithigg the .aatly yoaus off lk. pal stud y 
leofer S lites. ¢ andidutes reuse corn 
phcte slerkships before they are ad 
ime tlic,dta the ba. 

Alt Piva gh 
Lod Gmane, aust Satis aad the Dis 
ute cof Ciulumbaa pentcipaie 2h Ue 
Miulusstut@ Bar Examination (MBE) 
The MBE covering issues of broad 
iy giverd in adcdition to the 
State bas how the MBE ote 
Is Wewaled varies from, Stite to Stace 

The college and law 
ue dG l education usually takes 7 
tull-unme study utter higgh 
4 yoats of ee ma 
toll.wed ty 3 ytars in la 
sch! ANlihough o nasnber ot law 
schoo | aac pt stude atg after 3 years 
of college, an increasing number re- 
quire applicants to hare a bachelox's 
degrees. To meet the meeck of'stu- 
dents whocan attend only part tinne, 
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graduates to take the bar” 


a riumaber of law school s have night 
or parttime divisions’ which usually 
require 4 years of stucly. In 1976, 
about -one-fifth of all graduates of 
ABA-approved schools were part- 
tine students. ; 

Compe tion for afmision to law 
school has be come intersse in the last 
few yeears - En rollenents rose very rap- 
idly between 1969 and 1972, and, 
according to oneé estimate, applica- 
tia ns Outmurmbered available open: 
ings by almost 20 to 1 in the mid- 
1970's. A Ithovughs the increase in en- 
rol Iments is expe cted to slow by the 
1980's. law school admission will re- 
meain the first of several hurdles for 
preaspecctiwe lawyers. 

Preparation fora career as a law: 
yexreally begins ancollege. Although 
thesre is reo such thing as a “prelaw 
masjor.” the undergraduate program 
alrmost always makes @ difference. 
Ce naincourses and activities are de- 
sirable be cause they give the student 
thet skills needed to succeed both in 
law sc hocel ared ira the profession. Es- 
serttial sk ills——the ability to write, to 
rezad and analyse to thimk conceptu- 
all-y and Logically, and to com muni- 
cate werbally—are learned during 
higgh schowl amd College. The best ur- 
de xysducale progtam is one that cul 
livatess these skills while at che same 
line brroaden ing the studlent’s view of 
the warldl. Mlajoms in thee social sci- 
enacs, natural sciences, and human: 
Itles all fill che bill, as lomg as the 
stusdertt does noe specialize too nat 


iv sly 

Stuckn as tealctealed tm a partlvulat 
wepectof we law may find it helpful 
to take related Courses, for example, 
en gineccrimg and science? courses for 
atent altorney, and 
¢ Fuluré tax lawyer. 


thee prosp ecti ve 
ac zou nuirag for us 
In addlition, typin gis-adv bable simply 
fom@éotveniertce in law School. 
Acceptance by most law schools 
Je pereds On the applicamt’s ability to 
de momstcate an aptitude for the 
steady of law, usually through good 
grades arid the SLdw School Admis- 
sicon “West. (LSAT), administered by 
the: Educational Testing Service. In 
1976, 163law sc hools had American 
Bear Axsscrciation approwal. Others— 
chiefly might schools—were ap-™* 
praved by State authorities only. 
The first year or year and a half of 
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me 


, fundamental courses such as consti-~ 


law school generally is deGoted to 


tutional law, contracts, property law, 
and judicial procedure.,In the reé 
laining time, students may electspe- 
cialized courses in fields such as tax, 
labor, or corporation law. Practical 
e@erience often is acquired by par- 
ticipation in school-sponsored legal 
aid activities, in the school’s practice 
court where students conduct trials 
under the supervision of experienced 
lawyers, and through writing on legal 
issues for the school's law journal. 
Graduates recelve the degree of juris 
doctor (J.D.) from mast schools as 
the firs} professional degree. Ad- 
vanced study often is desirable for 
those planning to specialize, do re- 
search, or teach in law schools. 

The practice of law involves a 
great deal of responsibility. Persons 
planning careers in law should like to 
work with people and ideas, and be 
able to win the confidence of their 
clients. 

Most beginning lawyeas seat in 
salaried positions, although some go 
into independent practice immedi 
ately after passing the bar examina 
tion. Newly hired salaried attorneys 
usually act as research assistants (law 
clerks) to experienced lawyers oi 
judges. After several years uf pro- 
gressively responsible salarted em 
ployment, many lawyers go into 
Practice for themselves Some law 
yers, after Pours of practice, be. ouve 
judges 


EmMploysuand uma 


A tapid incicase t. (he aia. 
law school graduates has cro. oJ 
keen competition for the available 
jobs. In the years ahead, the number 
of graduates is expected to increase 
further and intensify this competi 
tion. 

Employers will be scleattve ist tan 
ing new lawyers. Graduates of well 
known law schools and those who 
rank high in their classes shoula find 
salaried positions with law firms, on 
the legal staffs of corporations and 
government agencies, and as law 
clerks for judges. Graduates of less 
Prominent schools and those with 
lower scholastic ratings will ex peri- 
ence some difficulty in finding sala- 
tied jobs. However, many will find 
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Opportunities in fields where legal 
training is an asset but not normally a 
requirement. 


pected to grow faster than fie aver- 
age for other occupations through 
the mid-1980's as increased business 
activity and population create a de- 
mand for attomeys to deal with a 
growing number of legal quesffons. 
Supreme Court decisions extending 
the right to counsel for persons ac- 
cused of lesser crimes, the grqwth of 
legal action in the areas of corgSumer 
Protection, the environment, “and 
safety, and an expected increase in 
the use of legal services by middle- 
income groups through prepaid legal 
spite programs also should provide 
employment opportunities. Other 
jobs will be created by the need to 
replace lawyers who die, retire, or 
leave the occupation for other rea- 
sons 

Prospects fur establishing a new 
pldctice provably will continue to be 
best in small towns and expanding 
suburbin areas; as long as there al- 
teady exists an active market for le- 
gal services in which the new lawyer 
can find clients In such communities 
competiuion is likely to be less than in 
big cities and new lawyers may find it 
eaSier to become known to potential 
clients, also, rent and other business 
vusts are somewhat lower. Neverthe- 
less, starting a Mew practice Will re- 
tial, atte ypensive and risky proposi- 
tlon that should be weighed 
catctuly Salaried pusitions will be 
limited largely to urban areas where 
the chief employers of legal talent- 
Beveirnme nt agencies, law firms, and 


blg corporations are concentrated 


Ear alongs anal Warking 
Conditions 


é 

1. yas cnterthg practice in 1976 

racd a wide tange of starting sala- 
i235 —flom about $10,000 to $23,000 
a year Most fell in the $15,000 to 
$18,000 range Factors affecting the 
salaries offered to new graduates in- 
clude. their academic records; type, 
size, and location of their employers; 
and whether the new lawyer has any 
specialized educational background 
that the employer tequires. The field 
of law makes a difference, too. Pat- 
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ent lawyers, for exam end to 
earn more than general Corporate at- 
torneys. Lawyers with at least a 
year's experience working in manu- 
facturing and business firrns earned 
about $18,000 a year; those with a 
few years of experience eared 
$30,000 or more annually, In the 
Federal Government, annual starting 
salaries for attorneys in 1977 were 
$14,097 or $17,056, depending upon 
academic and personal qualifica- 
tions. Federal attomeys with some 
ee pensnte earned $24,308 or more 
a year. 

Beginning lawyers engaged in le- 
gal-.aid work usually receive the low- 
est starting salaries. New lawyers 
starting their own practices may eam 


- little more than expenses during the | 


first few years and may need to work 
part time in other ocqupations. 

Lawyers on salary receive in- 
creases as they assume greater re” 
sponsibility. Incomes of lawyers in 
private practice usually grow astheir 
practices develop. Private prac tition. 
ers who are partners in law firms gen- 
erally earn more than those who 
practice alone. 

Lawyers often work long hours 
and are under considerable pressure 
when a'case is being tried. In addi- 
tion, they must keep abreast of the 
latest laws and court decisions. How. 
ever, since lawyers in private prac- 
tice can determine their own hours 
and workload, many stay in practice 
well pasi the usual retirement age. 


Sources of Additional 
Information 

Persons considering law as a ca- 
1cer will find information on law 
schools and prelaw study itn the Pre- 
law Handbook, published annually 
(Princeton, N.J.: Educational Test- 
ing Serv ice). Copies may be available 
in public of school libraries, In ad di- 
tion, many colleges and universities 
have a prelaw advisor who counsels 
undergraduates about their under- 
graduate couse work, the LSAT, law 
school applications,’ and other mat- 
ters. 

Information on law schools and 
law aS a career is avaiffble from: 
Information Services, The American Bar As- 
: nm, 1 155 East 60th St, Chicago, 
60637. (There may be a sia charge for 
Public ations.) 
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Information on law school accredi- 
tation is available from: 


Association of Amencan Law Schools, Surte 
370. 1 Dupeant Circle NW , Washington, 
B.C. 20036. : 


For advice on fifancial aid, con- 


tact a law school financial aid officer.’ 


The specific requirements for ad- 
mission to the bar in a particular 
State may be obtained at the State 
capital fromthe clerk of the Supreme 
Court or the secretary of the Board 


of Bar Examiners 


(Wf O50 U8), 


Nature of the Wut 


Buotsscancs teal a gical 1 4 
rformation to make acaad d lst ty 
on how to martkel theif produsts 
Marketing research workers provide 
much Of this infurmatton by alalye 
Ing available data on prudccts and 
sales If addiaonal wotUfaration i. re 
quilted bat uot avatlable they «on 
duct marketing surveya by 
viewing Ueuse tthel) le hac oth, 
needed data They alsa pt pace wales 
fucecasts atid make east mito 


tions on product design and advertis 


sebt al 


tig 
Bl. us ete be Pace - ee re 
ith ott mae cremtrer af tase Ae avebe 
soul. cs cuch ads eG ape ty te aida 


published maccrtads and coperds on 


the subject under lh -estigatios bat 
example, asarketh.g tescarch work 
ers naakitag sales forecasts nay begin 
by studying the growth ot sales vol 
ufac in several diffe rene wities” Phils 
growth may then be traced to tm 
ihe 


company's aales force Gi amruadt of 


creases In population size vf 
money spomt oa adve.tising Other 


markecng tros@urch Workers may 
study changes in the quanuty of com- 
pany goods on swre shelves or make 
door to dour surveys luo gel inferina 
tion on company products 
Marketing research workers oflen 
are concerned with customers’ opin- 
ions and tastes For example, t. help 
decide on the design and price of a 
new line of television sets, markoting 


research workers May survey con- 
sumers to find out what styles and 
price ranges are most popular. This 
type of survey usually is supervised 
by marketing researchers who spe- 
ializé in consumer goods, that 1s, 
merchandise sdld to the general”pub- 
lic. They may be helped by staatisti- 
cians who select a group (or sample ) 
to be interviewed and ‘motivational 
research’’ specialists who phrase 


questions to produce reliable infor- 
mation Quce the investigatiog is un 
the marketing researcher 
May Supervise the 


well as digect the office workers who 


derway 
interviewers as 


tabulate and analyze the information 
collected 
Marketing 
used by busticss and tnduotital firgs 
may be conducted differently from 


surveys (orconsumer goods, Market 


suiseys ta pavalucls 


Ing tescarahers often conduct the in 
lervigwa themsches tu garb pin 
tons Of ime product) They also may 
speak to Company alficials about 
new uves forte The, urust tharefure 
have specialized knowledge of both 
InarkKetlog techatques and the todas 


tital asey of the product 


Lair w@o vf Eivenpe ter y vce meeel 


cee 29 Goghd Cod Qteen capaho, 


worth worker weee chaployed in 


1976, Most jobs for marketing re- 
search workers are found in manu- 
facturing companies, advertising 
agencies, and independent research 
organizations. Large numbers are 
employed by stores, radio and tele vi- 
sion firms, and newspapers, others 
work for university research centers 
and government.agencies. Marketing 
research organizations range in size 


’ from pne-person enterprises to firms 


with a hundred employees or more. 

New York City has a large number 
of marketing research workers. 
Many major advertising agencies, in- 
dependent marketing organizations, 
and central offices of large manufac- 
turers are Idkated there. Another 
large concentration is in Chicago. 
However, marketing research work: 
ers are employed in many other cities 
as,well wherever there are central 
offices of large manufacturing and 


sales Organizations 


Lalaing, Other Qualifications, 
and Advancament 


Altheugh oa bachelug’s degice usu 
aty sufficient for Ufatuees, gradu 
ate cducation ts neceBsary for many 
spestahzed positions in marketing re 
search Citaduate study usually is re 
quucd tur advancement, and a slé 


i 


Market research workers often test reactions to s company's product. 
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able number of market researchers 
have a master's degree in business 
administration or other graduate ‘de- 
gree as well as a bachelor’s degree in 
marketing. Some people qualify for 
jobs through previous experience in 
other types of research, university 
teachers of marketing or statistics, 
for example, may be hired to. head 
n search departments in 
Mans OF advertising agen 


bag P programs in 
and related fields, inel 
in statisyiés, English composition, 
speech psychology, and economtcs, 
are valuable preparation for work in 
marketing research Some matketing 


Matketing 
ne@luding courses 


reséarch positions require special 
ized‘ skills such as engineering, oF 
substantial sales experience and a 
thorough knowledge of the Compa 

y's products Knowledge of data 
processing is helpful because of the 
increasing use ef Contpuleis in sales 
forecasting, distiibution aud 
analysis. 

College graduates tay Cad clase 


carl 


fest job in any of anumbe. of places 
inthe market tescarch depattinent of 


a large Company with a teacatoh 
filam od a govesaiien  planniag 
aBetuy, oe Coen tr a unly, stty etreas 


keting department 
Tratnces usually suet ao ue hk 
assistants or junior analy sts At first. 


cumaderable Clot al 


they 
wark such as. opylig data f. 


May do 
to peal 
shed suusces ediling aaa oo dingy 
questionnaires, and taburalin, auiccy 
returns They olso learn to oC onduet 


inlefvicws ath White rep orl. ven aus 


vey findings As they wal caycel 


ence, assistants and Juator aialysts 


may assume tespornsibility fi.) specif 
ic marketing research Propsets at ad 
At 


thay be- 


vance to supervisory Postlvis 
exceptionally able worker 
come marketigg tes¢atch duect ui 


awd 


t far Inaikeilng 


vice presided 
sales 


Either alone ot ak part Of at aun 


marketing research workers aust by 
able to analyze problems objevtivcly 
and apply various techniques tu thei 
solution. As advisers to Management 
they should be able to write clea: 
reports informing company officials 
of their findings 


16 


o.. 
ERIC 


Employment*Outloo 


Opportunities should be best for 
applicants with graduate training in 
marketing research or statistics. The 
growing complexity of marketing se- 
earch techniques also may expand 
Opportunities in this field for psy- 
chologists, economists, and other so- 


cial scientigs 
Marketing’ research employment 


tises as new! products and services 
are developed, particularly when 
vbusiness activity and personal in- 
comes are expanding rapidly. In pe 
riods of slow economic growth, how 
the reduced demand for 


marketing services may limit the his - 


ever, 


ing of research workers 
the 
growth and we iMcreased variety of 
services that businesses 


Oivei long run, population 
goods and 
and individuals will require are-ca- 
pecicd to stimulate a high level of 
marketing activity AS 4 result, em- 
ployment of marketing tekeatch 
wotkeia i: expected lo grow much 
faster than the average for other 
vseupallons Ubrough the mid 1980's 

Compettion amoug aanufactut 
cas of both Consumer aad industrial 
predu.ts wilmake (he appraising of 
Marketing sttuatlons mn. teasingly in 
portant As lechnlyugs Improve and 
Btatisticad dula accumulate, Company 
officials are [hely to turn miaie often 
te mashksting rescutch workers ror in- 


Ihevttsatho and advice 


&. wha 


Car dlc ny 


awe ered wo heey, 


reeaa hut gy 

wout SE) GGG a yi ls 
the lasted 

Petso.s with 

ke ces In business adminis 


tona te 
poeFO ecw diay ta 
l atiatl no avallabl. 


tadaler & de 


watton and related fields usually 
started ith salaries around $15,000 
a year Sla.Utig salaries varied ac- 


wtding co the type. size. and locaiion 
uf the fivin as well 4s the exact nature 
uf the position Uenerally, though, 
atesling salaties wele somewhat high- 
er and FE prcnarligy semewhat slower 


As requiring 


Experienced w.2kers such a8 setr- 
iof analysts received salaries over 
$19 0004 year Earnings were nigh 
eat. however, fur workers in manage 


ment positions of great responsibil- 
ity. Directors of marketing research 
earned well over $25, 000 4 year in 
1976. 


Marketing research workers usual- | 
ly work in modem, centrally located . 


offices. Some, especially those em- 
ployed by independent. research 
firms, May travel for their work. 
Also, they may frequently work un- 
der pressure and for long hours to 
meet deadlines 


Sources of Additional 
A pamphlet, “Cateers in 


Information 
» agate 
ing’ (Monograph Series No. 43, may 
be purchased for $1.50 from: 


4 Boe 
American Magketing Astaciation, 222 South 
Riverside Plaza, Chicago, Ill 60606 


ad 


PERSONNEL AND LABOR 
RELATIONS WORKERS 


166 U%8 through 265, ~ 
loo [a8) 
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Hetuio of Ite Work 


Ave -etlog the beat 

a@llable anu matching tem to the 
joos they can do best isimportant for 
the success of any Ulganization fo 
day most businesses are much too 
large fur close contact between own 
ers did their eynployees Instead, per. 
sunnel and labor felattons workers 
provide the link between manage- 
ment and en ployees--- assisting man. 
agement to make effective use of em 
ployees’ skills, and helping 
employees vo find sauisfaction in their 
jobs and working conditions Al- 
though some jobs in this field require 
only lintited contact with people out- 
side the office, most involve frequent 
contact with uther people. Dealing 
with people is an essential part of the 
job 
Persunnel wor kets and labor sela 
ons workeis concentrate on differ- 
ent aspects of employer-employee 
relauions. Personnel workers inter- 
view, select, and recommend appli- 
cants to fill job openings. They han- 
dle wage and salary administration, 


eripl. ry eas 
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training and career development. 
and employee benefits. “Labor rela- 
tions” usually means union-manage- 
ment relations, and people who spe- 
cialize in this field work for the most 
part in unionized pusiness firms and 
government agencies. They help offi- 
cials prepare for collective bargain- 
ing sessions, Participate ‘in contract 
negotiations with the union, and han- 
dle labor relations matters that come 


up every day. 

In a: small company, personnel 
work consists mostly ofsinterviewing 
and hiring, and one person usually 
can handle it all, By contrast, a large 
organization Néeds an entire staff, 
which might include recruiters, inter- 
viewers, counselors, Job dnalysts. 
wage,-and salary analysts, education 
and training SPecialists, and labor re- 
lations specialists, as well as techni 
cal and ‘clerical workers. 

Personnel work often begins with 
the personnel recrujter ot employment 
interviewer.(D.0.7. 166.268), who 
works on 4 person-to-person basis 


with present and prospective em- 


ployees. Recruiters travel around the 
country, often to college Campuses. 
in the search for promising job appli 
cants. Interviewers talk to applicants, 
and select aNd recommend thuse 
who appear qualified to fill vacan- 
cies. They Often administer tests tu 
applicants and interpret the results. 
Hiring and Placement specialists 
need to be unoroughly familiar with 
the organization and !ts personnel 
policies, for they must Ve prepared to 
discuss wages, working Conditions, 
and promotional opportunities with 
prospective and newly hired employ- 
ees. They also need to keep informed 
about equal EMployment Opportunity 
and affirmative action guidelines. 
Equal employment oppurtunity ts a 
complex and sensitive afea of per- 
sonnel work Which in some large or- 
ganizations is handled by special 
EEO counselors or coordinators. The 
work, of employmefit counselors, 
which is similar in a number of ways, 
is described in a Sepagate statement . 
elsewhere in the Handbook. 

Job analysts (D.0.T., 166.068) and 
salary and’ wage - pdministrators 
(D.O.T_ 169.118) do ne exacting 
‘Work. Job analysts collect and ana- 
lyze detailed information on jobs, job 


qualifications, and worker character- ~ 


‘istics in Order to prepare job descrip- 
tions, sometimes called position clas- 
sifications, that tell exactly what the 
duties of a job are and what training 
and skills it requires. Whenevér a 
government agency or large business 
firtr-mtroduces a new job or evalu- 
ates existing ones, it calls upon the 


, expert knowledge of the job analyst. 


Accurate information about job du- 
ties also is required when a firm 
evaluates its pay system and cansid- 
ers changes in wages and salaries. Es- 
tablishing and maintaining pay sys- 
tems is the principal job-of wage 
administrators. They devise ways’ of 
making Sure that pay rates within the 
firm are fair and equitable, and con- 
duct surveys to seé how their pay 
rates compare with those elsewhere. 
Being sure that the firm’s pay system 
complies with laws and regulations is 
another part of the job, one that re- 
quires: knowledge of compensation 
structures and labor law, 

Training specialists supervise or 
eonduct Uaining sessions, prepare 

paves and other materials for 

these courses, and look into new 
Methuds of training. They also coun- 
scl employees on training opportuni- 
les, which may include on- the-job,, 
apprentice, supervisory, or rhangge- 
ment trainiig. 

Employee-benefits supervisors and 
other personnel, specialists handle 
the cmployer's benefits program, 
which often includes health insur- 
ance, life insurance, disability insur- 
ance, and pension plans. These work- 
ets also courdinate a wide range of 
employee services, including cafete- 
rias and shack bars, health rooms, 
recreational facilities, newsletters 


and communications, and cdunseling, 


for work-related personal problems.: 


Counseling employees who are ap-. 


proaching retirement age is a partic- 
ularly important part of the job of, 
these workers. 

Occupational 
_ programs are handled 
ways, Quite often, in sftall~tompa- 
nies especially, accident reventign 
and industrial safety are thy responsi- 
bility of the personnel department— 
or of the labor relations specialist, if 
the union has a safety representative. 


safely and health 
in evarious 


‘Increasingly, however, 


sepatfate safety department under the 
direction of a safety and ‘health pro- 
fessional, generally a safety engineer 
or industrial hygienist. (The work of 
occupational safe1y and health work- 


ers is discussed elsewhere in the 


Handbook. 

« Labor Felations specialists (D.O.T. 
169.118) advise management an all 
aspects: of union-managen 
tions. Whén the contract is up fag 
negotiation, 
ground information and technical 
support, a job that requires extensive 
knowledge of economics, labor law, 
and collective bargaining trends. Ac- 
tual Negotiation of the agreement is 
eae te top level, with the 
director ofimber relations or other 
top-ranking official serving as the 
employer's representative, but mem- 
bers of the company’s labor relations 


staff play an important role through-, 


out the negotiations. 
Much of the everyday work,of ‘the 
labor relations staff concerns inter- 


pretation and administration of the . 
.contract, the grievance procedures in 


particular. Members of the labor re- 


lations staff might work with the - 


union on seniority rights under the 
layoff procedure set forth in the con- 
tract, for example. Later in the day, 
they might meet with the union stew- 
ard about a worker's grievance. 
Doing the job well means staying 
abreast Of current developments in 
labor law, including arbitration deci- 
sions, and maintaining continuing li- 
aison with union officials. 

Personnel workers in government 
agencies generally do the same kind 
of work as those in large business 
firms. There are some differences, 
however. Public personnel workers 
deal with emnployees whose jobs are 
governed by civil service regulations. 
Civil service jobs are strictly classi- 
fied as to duties, training, and pay. 
This requires a great deal of empha- 
sis on job analysis and wage and sal- 
ary classification; many people in 
public personnel work spend their 
time classifying and evaluating jobs, 
administering, and scor- 
itive examinations given 


to. job applicants. (: : 


Knowledge of/rules and regula- 
tions pertaining th affirm@tive action 
7 + 

A 


there is a 


ent r&a- 


they provide back-~ 


oo 


* 
and equal opportunity programs is 
important in public personnel work 
In 1972, the U.S. Civil Service Com- 
mission established a specialization 
for Federal petsonnel workers con- 
cerned with promoting equal oppor- 
tunity in hiring, training, and ad- 
vancement. Similar attention to 
equal employment opportunity, 4 
companied by a need for qualified 
staff, 
ROvernment agencies. 


is evident in State and local 


Labor relations is an ticicasingl, 
important specialty in pdblic pefson 
fel administration Labor relations in 
this field have changed cons etatbly 

aS unlon 7 ae 


In recent years, 


among govermnMent worketa has 


grown This has created a need for 
more and better Gatimed workets. to 
handle negotlatiuns, gile. anges. aad 

"f Feder 


al, State. aud lowal Bover makuc agen 


afbitratlon Cases on behalf 
cles 
u 
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Wisuranis om Pdiiles altlliacs 


atid 
woOsked fir prt 
vale coiploymint agensdes tis baddtag 
exccullve job-search agencies “oft: 


weUlea beast 


fe Ledipotation agorstes and oth 
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in ay 


madera 
of (hese weré in personiacl ad diils 
Uation, they hunuled recruit In 
lervie wing testing Jet) clasalfic ath on 


fiialloas 


Walning and other pes onnel 
public 


for the eae. milton, 
employees Some Wer. on the ataft vt 


the WS kbmployimea: Sorvice aad 
State employment agen. tes Sul oth 
ers worked for agencles thar oversee 
Seihe 


compliance with labor laws 


forexample were wage Nour. winpli 


ance officers, ther, work Is doscribeu 
In another part of the AMatdbeack it 
the statement oa Lealin and ceguia 
tory inspectors (Government). Other 
public employees tn this fleld carticd 
Out research in economics. labor law. 


personnel practices, and retated sub 
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‘try, labor unions do not 


jects. and sought new ways of ensur- 
ing that workers’ rights under the law 
are understood and protected. 

In comparison with private indus- 
employ a 
onally 


large number of profes 
trained labor relations workers. An 
ial generally han- 


elected union offi 
dles labor relations matters at the 
cpmpany level At national and inter 
naltonal union headquarters, how 
the teseatch and education 
staff usually Includes specialists with 

a degree in industrial and laber an 


or law 


ever. 


lions, ecunomics, 

A few personnel and tabu: tela 
Hloms workers are in bustnéss for 
(hemtsclves as mahagemnent consul 
tants of labor snamagentent relauons 
experts In addition, some people in 
the flelu Ccach College or university 
aki dees bab peisonnel aAdtilnistration 
Hidustitad selattons and related sub 
Jeuts 


Meo wy tok. 


Aw he s ase hovated in ihe 


sretacel wate bates 


a) (pata 
relatos 
highly mndustriah,ed sections of the 


cothites 


cn) rc) ce Serer © 1) aren | eer 
n.. Adve lauinent 
Kh... CY ee a Cee © Ter an 


(NZ pe tons in personel avs tabo. 
relddlons with college giaduates 
some oie look fir graduates 
whe base quajurd ta pemonnel ad 
tuaas laf and labour 


totaal Gy the ta ool 
telattvais while others prefer college 
gmiadud@tcs with a general business 


bey Keron d Sill other employers 
feel that a oo tig waded Itberal aits 
edu 
personnel work A college majo. im 


polit al 


alow is the bool preyatadon fur 


Perseboel adi ist ation 
aelonee OF public adininist ation can 
be an asset In lowk tng fur a job with a 
Be effet agency 

Atleast 200 colle, ae ee 
vos have lea fing tou a de 
Bie, In the fteld cf pe 
labo. telaQas (WAME personnel ad 


the 


piog- aia 
ersuunel and 
tratlom b. widely 


middais. erkaiae 


wnt ot ees cel daas Is qdlle 
sinall ) do J ddido. many schouls of- 
fer curtss work in Closely relaced 
fields An interdiscipfinary back 
ground is a, plopilate for work in this 


afea atid a combination of courses in 


the social sciences, behavioral sci- 
business, and economics is 


Personnel workers 
might include courses in personnel 
management, business administra- 
tion, ee administration, psychol- 
ORY, $50) lence, €co- 
nomics, : Courses in 
labor he ‘collective bargaining, la- 
bor economics, labor history, and in- 
dustrial psychology provide valuable 
backgound for the prospective labor 
relations worker 

Graduate e ataey: in Insustitat, or. wla- 


‘Prospective 


hile a a law 


work in labor relations: Ww 
dégree seldom is required for jobs at 
the entry level, most of the people 
with responsibility for contract nego- 
llalions are lawyers, and a combina 
lon of industiial relations Courses 
and a law degree 1s becoming highly 
desirable 

A college cducatlon Is IMpurtact, 
Gut itis moe the only way to enter 
personne! work. Some people enter 
the field at the clerical level, and 
advance w professional, positions on 
the basis of experience They often 
find it helpful to take college courses 


a 


part ime, however 

New peisonuel on in uawally on 
tet formal ce Job UWaining pro 
grams to learn How to classify jobs, 
Intervicw appheant, oi administer 
employee benefits After the training 
period, new workess are assigned to 
specific arcus In the con.pany’s cn 
ployee .clatians dep,artinent A fler 
Raining Experien.e, they Usually can 
advance, within their owa company 
wt transic: lo asothe: craployer At 
this pulot sume people move from 
personnel wo labor relations work 

A growiig number of peuple entes 
(ue tabor relations field, directly, as 
tralices they usually ule graduates 
uf maste. 's degiée programs in indus 
tital relaons, of inay have a law de 
Bice Quite a few peuple, however, 
begi. in perso.mel work, gain experi- 
ence in that area, and subsequently 
move indo a labor relations job 

Werckers ia the middle ranks uf a 
la.ge organizacion often tiansfer to a 
top Jub in a smaller one. Employeus 
with exceptional ability may be pro- 
moted to executive positions. such as 
director of personnel or director of 
labor relalions 
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Personnel and labor relations 
workérs should speak and write ef- 
fectively and be able to work with 


‘people of all levels of education and 
“experience. They also must beable 


to see both the employee's and the 
employer's points of view. In addi- 
tion, they should be able to work as 
part of a team. They need superviso- 
ry abilities and must be able to ac- 
cept responsibility. Integrity and fair- 
mindedness are important qualities 
for people in personnel and labor re- 
lations work. A persuasive, congenial 
personality can be a great asset. 


Employment Outlook 
4 

The rumber of personnel and la- 
bor relations workers is expected to 
grow fast 'r than the average for all 
‘ through 1985, .as ecm 
ployers, in reasingly aware of the 
benefits to be derived from good lay 
bor-management relations, continue 
to support | sound, capably staffed 
employee/relations programs. In ad- 
dition to pew jobs created by growth 
of the occupation, many openings 
will become available each year be 
cause of the neeY to replac wyrkers 
who die, retire, of leave thei sobs fur 
othet reasons . 

Legislation) setiuing staadards AS 


employment practices in the areas 
occupational safety and healhg@qyal 
employment gpportunity, and pen- 


sions has stifttwhated demand for per 
sonnel and labgi relations workess 
Continued growth is forcoesa, as om 
ployers throughout the County re 
view €xisting progiams in cach of 
these areas and, in many vases, estab 
lish entirely new ones\ This has creat 
ed job opportunities for people with 
appropriate expertise The effort to 
end discriminatory employment 
has led to 


selection 


practices, for example. 
scrutiny of the testing 
placement, and promotion proce 
dures in many companies aud gov 
ernment agencies. The findings are 
causing a number of employers to 
modify these procedures, and to take 
steps to raise the level of profession- 
alism in their personnel departments 

Substantia] employment growth is 
foreseen in the area of public person- 
nel administration. Opportunities 
probably will be best in State and 
local government, areas that are ex- 
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péctted’ "to experience strong emploxe 
ment gfrawth over. the next decade. 

By contrast; Federal employment 
will grow slowly. Moreover, as unions 


continues to “grow, State and local 
agencies will need many more work- 
ers qualified to deal with labor rela- 


tions. Enactment of collectiwe bar- 
gaining legislation for State and local 
government employees could greatly 
stimulate demand for labor relations 
workers knowledgeable about public 
sector negotiations. 

Although the number of jobs in 
both personnel and labor relations is 
projected to increase over the next 
decade, competition for these jobs 
also is increasing. Particularly keen 
competition is anticipated for jobs in 
labor relations. A small field, labor 
relations traditionally has been diffi- 
cult to break into, and opportunities 
aré best for applicants with a mas- 
ter’s degree or a strong undergrad - 
uate major in industrial relations, 

danics, ur business. A law degree 
is an asset 


) 
Earnings and Working 
Conditlons 
— 
WD glia Jub analysts in ptivala 
dustry stared ot $11,200f4 year in 
1976 according to a Burefu of La- 
bor Siatistics Survey Experienced 
job analysts earned $19,200 a r, 
abcul twice the average for alf ngn 
supervisory vorkers in private Indus 
tty. xcept farming Wage aad salary 
administrators earned about $19,800 
and personnel managers averaged 
$21 100, accordfng to a survey con 
ducted by the Administrative Man- 
agement Society. Top personnel and 
labor relations executives in large 
corperations earned considerably 
more 
Avelage salaries fur personnel spe 
.jalists employed by State govern- 
ments ranged trom $9,900 to 
$13.00u a year in 1976, according to 
a survey conducted by the US. Civil 
Service Commission. Personnel spe- 
cialists who had supervisory respon- 
sibilities averaged from $14,800 to 
$19,500 and State directors of per- 
sonnel earned average salaries rang- 
ing from $27,400 to $31,900 a year. 
In the Federal Government, new 
graduates with a bachelor’s degree 
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generally started at $9,300 a year in 
1977. Those with a master’s degree 
started at about $14,100 a year. Av: 
erage salaries of Federal employees 


in several different areas of person- 


nel work ranged from abgut $19,300 
to $24,500 in 1977, as folfBws 

2 
Staffing specialists... tei: cesses « $19,300 
Position classi — ieee, : 
Personnel management spe 
Employee development 
ApSEMIIES 


rm: 


Federal employees in the field of 
labor relations had generally compa- 


and labors rf relations offi- 
cers averaged $24800 a year in 
1977. Feder&-fediators’ salaries 


were higher, ut $30,800 a year, 
on the averagd. 
Employees jin personnel offices 


generally wofk 35 to 40 houte a 


' week. As a rule, they are paid for 


holidays and vacations, and share in 
retirement plans, life and health in- 
surance plans, and other benefits 
available to ‘all professional workers 
in their organizations, 


Ne Sie of peri i 


Inform atign 


For general ndsceaoe On careers 
us personnel and lor. relations 
work, write to. 

American aoctely for Personne! Administra. 
tion, 

For information concerning a ca- 
reer in employee training and devel- 
opment, contact: 


American Society for Training and Develop- 
ment. P.O Box 5307, Madison, Wis. 


53705 
informatia@n about careers in pub- 
lic personnel administration is avail- 


able from: a 


_International Personnel Management Associ- 
ation, 1313 E. 60th St., Chicago, Ill 
60637. 


A brochure describing a career in 


laboYgmanagement relations as a. 
field e iner is available from: 


Director of Personnel, National Labor Rela- 
tions Board, aay ae Ave. 


> mai ae 
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PUBLIC RELATIONS 
WORKERS 


(D.O.T 165. 668) 
Nature of the Work 


Public felations workers apply 
their. talent for communication in 
many different areas. They may han- 
dle press, community, or consumer 
relations, sales promotion, political 
campaigning, interest-group repre- 
sentation, fund raising, or employee 


-récruitment. The role they play is 


crucial to improved understanding 
and coopefatian among the diverse 
individuals, groups, organizations, 
and institutions that make up our so- 
ciety. 

How successfully an organization 
presents goals and polietet may af/ 


fect its public acceptance, prosper- 
ity, and even ils co 


ntinued éxistence. 
Public relations workers help organi- 
ditions build and maintain positive 
blic reputations. Public relations is 
mre than telling the employer's 
“story,” however. Understanding the 
attitudes and concerns of customers, 
employees, and various other “pub. 
lics'"—and communicating this infor 


mation to Management -is an impory, “e 


tant part of the job 

Public relations depaitincnts are 
found in organizations of all kinds. 
and workers must tailor cher pro 
grams té°an employer's particular 
needs. A public relations dwector for 
a college gr university, for example, 
may devote most of his or her ener 
gies to attracting additional students, 


‘while,one in a large corporation ma} 
ey & P y 


handle the employer's relationgwith 
stockholders, government caeheice: 
and community groups 

Public relations workers put ts 
gether information that keeps the 
public aware of their employer's ac: 
tivities and accomplishments and 
keeps management aware of public 
attitudes. After preparing the infor- 
mation, the} may contact people in 
the media who might be interested in 
publicizing their material. Many ia- 
dio or television publi service an- 
nouncements or ‘specfl reports, 
newspaper items, and magazine ar 
cles start at public relations workers‘ 
desks. Sometimes the subject is a 
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Public relations workers help organizations build and maintain « positive public image. 


APany and its polictes towards its 
employees or its role in the commu. 
nity. Often thetsubject is a public 
issue, such as health, nutrition, ner: 
gy. OR the environment 

Public relations workers alsd ar- 
sange and conduct programs in 
which company representatives will 
have direct contact with'the public. 
Such work includes setting up speak - 


ing engagements for company offi-- 


cials and writing speeches for them. 
These workers often serve as an em- 
ployer's representative during com- 
munity projects or occasionally may 
show fiims at school assemblies, plan 
conventions, or manage fund-raising 
campaigns. 

Public relations staffs in very large 
firms may number 200 or more, but 
in most firms the staff is much 
smaller. The director of public rela- 
tions, who is often a vice president, 
may develop overall plans amd poli- 
cies with a top management execu- 
tive. In addition, large public rela- 
tions departments employ writers, 


2k 


research workers, and other special- 
ists who prepare material for the dif- 


ferent media, stockholders, and oth-. 


er publics. 

Workers who handle publicity for 
an individual or direct public rela- 
tions for a university or small busi- 
ness may handle all aspects of the 
job. They make contacts with people 
outside the organization, do the nec- 
, and 
prepare material for publication, 
These workers may combine public 
relations duties with advertising or 
sales promotion work, some are top- 
level officials and others have lower 
level positions. The most skilled pub- 
lic relations work of making overall 


_plans and maintaining contacts usu- 


ally.is done by the department direc- 
tor and highly experienced staff 
mem bets. 

Places of Employment 


About 115,000 persons were pub- 
lic relations workers in 1976. Manu- 


he, 
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facturing firms, public utilities and 
transportation companies, insyaance 
ion- 
al associations employ many public 
relations workers. A sizable number 
work for government agencies (the 
Federal Government alone employs 
several thousand public information 
specialists), or for schools, colleges, 
museums, and other ee re- 
ligious, and human service organiza- 
tions. The rapidly expanding health 
field also offers opportunities for 
public relations work, in hqspitals, 
pharmaceutical companies, and 
medical associations, for example. A 
number of public relations workers 
are employed by -public relations 
consulting firms which furnish public 
relations services to clients for a fee. 
Soma work for advertising agencies. 
Public relations workers are con- 
centyated in large cities where press 
seryices and other communications 
facilities are readily available, and 
where many businesses and ara: 
sociations have their headquarters. 


More than half of the estimated 


2,000 public relations consulting 
firms in the United States are in New 
York, Los Angeles, Chicago, and 
Washington, DC A major ticnd, 
however, is the dtspersal of public 
relations jobs throughout the Nation, 
including smaller towns 


Training. Other Quallficatiuns 

and Advancement 
A college educattun Guumtas. . 
with public relations experience ts an 
excellent preparation for public rela 
tions work. Although most begiuners 
have a college degree in journalism, 
communications, or public relations, 
some employers prefer a background 
in a field related to the firm's busi- 
ness—science, finance, or engincer 
ing, for example. Some firms want 
college graduates with experience 
working for the news media. In fact, 
many editors, reporters, and workers 
in closely related fields enter public 
relations work. 

In 1976, about 90 colleges and 
more than 30 graduate schools of- 
fered.degree programs or special cur- 
riculums in public relations, usually 
administered by the journalism or 
communications department. In ad- 


oe 


* 


“dition, about 200 colleges offered at 


least one course in this field. Courses 
include public relations theory and 
techniques, organizational communi- 
cation, public relations management 
and administration, practical courses 
in publit relations, and others. Spe- 
cialties are offered in public relations 
in business, government, and non- 
profit organizations, Peféons with a 
bachelor's degree in public relations 
or a related field generally enter staff 
positions whereas those with a gradu- 
ate degree are more qualified for ad- 
ministrative and managerial jobs. 
Public relations workers must have 
considerable ability to gather infor- 
mation, write, speak, and deal effec- 
lively with people. Courses in jour- 
nalism, business administration, 
psychology, bag cant sci- 
ence, advertising, English,“and public 
speaking help in preparing for a pub- 
lic relations career. Extracurricular 
activities such as writing for a school 
publication or television or radio sta- 
tion provide valuable experience, 
Many schools help students gain 
part-time or summer internships in 
public relations which provide train- 
ing that can help in competing for 
ently positions. Membership in the 
Publi. Relations Student Society of 
America provides an opportunity for 
students wo cachange views with pub- 
lic celations practitioners and to 
make professional contacts that may 
be helpful in later securing a job in 
the field) A portfolio of published 
articles, telev sion or radio programs, 
slide presentations, and other work 
samples usually is an asset in finding 


a FOb 

Creativity, 
iy to express thoughts clearly and 
simply are important to the public 
relations worker. Fresh ideas are 50 
vital in public relations that some ex- 
perts spend all their time developing 
new ideas, leaving the job of carrying 
out programs to others. 

People who choose public rela: 
tions as a career need an outgoing 
personality, self-confidence, and an 
understanding of human psychology. 
They should have the enthusiasm 
necessary to motivate people. Public 
relations workers need a highly de- 
veloped sense of competitiveness and 


intuative, and the abil- 


99 


i had 


are die, f 


r 
function as part of a 


team. 

Public information specialist posi- 
tions in the Federal Government gen- 
erally require a college degree. Me- 
dia, writing, or editing experience 
may be quite helpful in gaining such 
a position. Requirements for similar 
positions in State and local govern- 
ments vary. 

Some companies—particularly 
these with large public relations 
staffs—have formal training pro- 
grams for new workers, In other 

ms, new employees learn by work- 
ing under the guidance of experi- 
enced staff members. Beginners of- 
ten maintain files of material about 
company activities, scan newspapers 
and magazines for appropriate arti- 
cles to clip, and asserpble informa- 
tion for speeches and pamphlets, Af- 
ter gaining experience, they work on 
more difficult assignments, such as 
writing presg releases, speeches, and 
articles for publication. In some 
firms, workers get all-round experi- 
ence whereas in other firms, public 
relations workers tend to specialize. 

Promotion to%upervisory jobs may 
come as workers show they can han- 
dle more demanding and creative as- 
signments. Some experienced public 
relations workers start their own con- 
sulting firms. 

The Public Refations Society of 
America accredits public relations 
workers who have at least 5 years’ 
experience in the field and have 
passed a comprehensive 6-hour ex- 
amination (4 hours written, 2 hours 
osal). However, because of disagree- 
ments over the appropriateness of 
formal licensing requirements in this 
field, such requirements are not ex- 
pected in the immediate future. 
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expected to increase faster 


bs created by this growth, 
will occur every year be- 


to new 


ers $s may be affected by! economic 
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conditions, slackening as employers 
delay expansion or impose staff cuts 
durjmg business slowdowns. Over the 
long run, however, expenditures on 
public relations are expected to in- 
crease ‘substantially. Corporations, 
associations, and other large organi- 
zations age likely to expand their 
public relations efforts to gain public 
support and approval. 

Competition for beginning jobs is 
'@ keen, for public relations work has 
an aura of glamour and excitement 
that attracts .large mumbers of 
‘Jobseekers. Furthermore, the num- 
ber_of people who transfer into pub- 
lic relations from fewspaper, adver- 
ising, or other closely related jobs is 
expected to exceed the number 
transferring out. This factor should 
serve to stiffen competition. | 

Prospects for a career. in public 
relations are best for highly qualified 
applicants—talented people with 
sound academic preparation and 
some media experience. Most open 
ings are expected to occur in large 
organizations —corporations, pUblic 
relations consulting firms, manufac 
turing firms, educational institutions. 
and others 


Earnings and Waning 
4 Conditions 


Starting salaries for college grou 
ates beginning in public relations 
work generally ranged from $7 500 
to $10,000 a year in 1976, persons 
with a graduate degree generally 
started at a highe: salary 

The salaries of expefienced wach 
ers generally are highest in lage o1 
ganizations with extensive public re 
lations programs. According tv a 
1976 survey, median annual salarics 
“ of public relations workers were as 
follows: Presidents of public relations 
consulting firms, $38,000; public in 
formation or relatibns directors and 
managers in thy “Federal Govern- 
ment, ri n State government, 
eal government, 
$22, 000; in ed jcational, grganiza- 
tions, $23,500. Atcording to a 1975 
survey of a wide range of firms, pub- 
lic relationg executives averaged 
$29,000-499000 a year, while public 

managers averaged 


relations 
$21,000-31,000 a year, depending 


on the annual sales volume of the 
irm. Many firms offered incentive 
ipensation. Based on a 1975 sur- 
vey of advertising agéncies, public 
relations directors averaged $20,100 
a yeAr, while public relatidns account 
executives averaged $15,100. 
* Public relations ‘consulting firms 
oftempay higher salaries than organi- 
zation’ with-their own public rela- 
tions departments. Salaries in manu- 
facturing firms are among \he highest 
while salaries in social welfare 1 
ciéd, nonprofit ofganizations, hospi- 
tals, and universities are among the 
lowest. 
In the Federal Government, 
bachelor’s degree holders generally 
started at $9,303 or $11,523 a year 


m 1977, depending upon the appli- - 


cant’s academic record, master’s de- 
gree holders generally started “at 
$14,097 a year; additional education 
or experience could qualify appli- 
gants for a higher Si. Public in- 
formation specialists’ averaged about 
$24,300 a year irv 1977. 

Although the workweek for public 
relations staffs usually is 35 to 40 
hours, overtime often is necessary to 
prepare or deliver speeches, attend 
meetings aud community activities, 
vor travel out of town. Occasionally, 
the matuce of their regular assign- 
ments or special events requires pub- 
lic relations workers to be on call 
around the clock 


Suvuscesd Of AUdIMOnal 
Information 


aeci Infucmation and alist of 
A das sitchin degrees and courses 
t.. the field, write to: 


Cerect Infvimation, Public Kelations Society 
845 Third Ave., 


of America, Inc . 
York, NY. 10022 
Cucient information on the public 
iclalions field, salaries, and other 
items is available from: 
PR Reporter, Dudley House, P.O. Box 600, 
Exeter, N H. 03833 
For additional information on job 
vpportunities and the public rela- 
tions field in general, write to: 
Public Relatians News, 
New York, N_Y. 


Service Department, 
127 East 80th St., 
10021. 
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* 
PURCHASING AGENTS 
> 
(D.O.T. 162.158) 


Nature of the Work 


If materials, supplies, or equip- 
ment are not on hand when needed, 
an organization's work may be inter- 
rupted or halted. Maintaining an ade- 
quate supply of items an organization 
needs to opgrate is the purchasing 
agent's job. 

Purchasing agents, also called in. 


ustrial buyers, obtain goods and ser- 


‘Ivices of the required quality at the 


lowest possible cost, and ,see that 
adequate supplies are available. 
Agents who work for manufacturing 


‘firms buy machinery, raw materials, 


product components, and services; 
those working for government agen- 
cies may ‘purchase office supplies, 
furniture, and business machines. In- 
formation on retail buyers, who pur- 
chase merchandise for refale in its 
original form, is presented in the 
statement on buyers elsewhere in the 
Handbook, 

Purchasing agents buy when stocks 
on hand reach a predetermined reor- 
der point, or when a department in 
the ogfrization requisitions items it 
needé. Because agents often can pur- 
chase from many sources, their main 
job is selecting the seller who offers 
the best value. 

Purchasing agents use a variety of 
means to select among suppliers. 
They compare listings in catalogs and 


trade journals and telephone suppli-~ 


‘ers to get information. They also 
‘meet with salespersons to examine 


samples, watch demonstrations of 
equipment, and discuss items to be 
purchased, Frequently agents invite 
suppliers to bid on large orders, then 
they select the lowest bidder among 
those who meet. requirements for 


* quality of goods and delivery date. 


In some cases, however, purchas- 
ing agents must deal directly with a 
manufacturer to obtain specially de- 
signed items made exclusively for 
their organization. These agents must 
have a high degree of technical ex- 
pertise to insure that all product 
specifications are met. i 

It is important that purchasing 
agents develop good business rela- 
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ence, while other companies hire 
business administration or liberal arts 
majors for trainee jobs, Courses in 
g, accounting, economics, 


purchasi 
and statistics are very helpful. Famil- 
iarity with the computer and its uses 
also is desirable. 

Small companies generally have 
s rigid educational requirement9/ 
cause they often purchase les 
in’ much smaller 


al 
fel 
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goods 


grams in purchasing for entry level 
Promotion of clerical workers 


technicians into purchasing jobs 15 
much more common in small firms. 
Regardless of Size of conipany, acol- 
lege degree is becuming increasingly 
important for advancement to man- 
agement positions 

‘The purchasing agent must be able 
to analyze numbers and technical 
data in order to make buying deci- 
slons and take responsibility for 
spending large amounts of money 
The job requires the ability to work 
independently and a good memory 
fog details In addition, a purchasing 
agent must be tactful in dealing 
salcapetsvns and able to motivate 


ie 
rs} ‘ 
oy OT ed 


oe Wrens © earite e 


uackground, ve,.0nin, purchasing 
agents Iiany spend — onstdeia ble 


time learning aout courpany opeta- 
ions and purchasing pivcedur es 
they. avay be asSigned du the stoic 
Keeper's segtion tO letin abuut the 
putchasiag’ system IMVeslory .ee 
gids and stordge faciliics Next tncy 
thay vork with ¢xpertenced buyera lo 
leata about types of goods pur 
chaseu, prices, and supplicés 
Following the initial training pot 

va, Junto: purchasing agents are gly 
en the responsibility tor “purchasing 
Standa.d and catalog ilems As Uncy 


gath capetlence and develop caper 


lise wa theis assigned areas, they may 
be promoted lo puschasing agent, 


thoa semion purchasing agent: Work 


cis with proven ability can meve ity 


ln charge of a yroup of purchasing 
agcits and then advance ww manager 
of the enthe pu. chasing departme nt 
Many Purchasing managers Move 
Into e.cculive positions as director of 


Tew 
i) 


purchasing or director of materials 
management. 

Continuing education is essential 
for purchasing agents who want to 
advance in their careers. Purchasing 
agents are encouraged to participate 
in frequent seminars offered by pro- 
fessional societies and to take 
courses in purchasing at local colleg- 
28 i ies. The recognized 
mark of experience and professional 
competence in private industry is the 
designation Certified Purchasing 
Manager (CPM). This designation is 
conferred by the National Assuci- 
ation of Purchasing: Management, 
Inc., upon candidates who have 
passed four examinations and who 
mect educational and experience re 
quirements In government agencies 
the indication of professional compe 
tence is the designation Certified 
Public Purchasing Office: (CPP 
which is conferred by the National 
Institue of Governmental Purchas 
ing, Inc The CPPO is carne. Dyprass 
ing two examinations and mecting 
educational and experience require: 
ments 
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whose college program included one 
course or more in purchasing also 
sho uld have a preapects: Gradu u- 


ing should continue to find apes op- 
portunities, although they will 
probably be limited to small firms. 
Demand for purchasing agents is 
expected [to rise as their importance 
in reducing costs is increasingly rec- 
ognized. In large industrial organiza 
tions, the purchasing department will 
be expanded in order fo handle the 
glowing complexity of manufactur. 
Ing processes. In companies’ that 
manufacture cOmplex items such as 
industrial engines and turbines, elec- 
equipment,.and 
there 


tronic Gomputer 
cumimunlcatlons equipment, 
will be a giowing eed for petsens 
with a technical background to select 
highly technical goods 
Many opportunities ales stuuldl 
veeut de filinys providuig personal, 
business afd professional services 
Strong Zeowll ib capected for this 
sec toc of the agony, and a grow ing 
number of hospitals, school districts, 
and other celauvely small employers 
ale fccogaiaing the importance of 
Plotcssional purchasers In reducing 


(hot operating costs 
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Conditieny 


Sof tehadlen Dhow, 
_ tthasin, agents in lage bie 
warned about $11 Juda ,carin 19 7¢ 
acourding Go saudveya eonductid by 
the Bureau of habot Statistics ond 
Pur basing Magaeine Experienced 
ageils ere tuashig steal dard tlenis av 
craged about $14 200 a yeal, sendve 


purchusting wgents ap ectalignig ta 


x or technical goods averaged 
7,000. Assistant purchasing 
man ens received average salaries 


of about $20,000 a year, while man- . 


agers of a purchasing department re-. 
ceived about $24,700. Many corpo- 
rate directors of purchasing or 


' materials Management earned welf 


éver $50,000 a year. Salaries 
ally are higher in larg 
responsibilities often are “greater. In 
1976, earnings of purchasing agents 
were about | 1/2 times as much as 
the aVerage for all nonsupervisory 
workers in private industry, except 
farming. 

In the Federal Government, begin- 
ning purchasing agents who had col- 
lege degrees earned $9,300 or 
$11,500 in 1977, depending on scho- 
laste achievement and relevant work 
experience. The average salary for all 
purchasing agents in the Federal Ser- 
vice was $20,500. Salary levels vary 
widely among State governments; 
however, average earnings range 
from $10,600 to $13,900, for pur- 
chasers of standard items, $ 14,2 
$18,800 for senior buyers purchasing 
highly complex items, and §21,000 
to $26,000 fur State purchasing di- 
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